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Advantages of the System

Ex3 EHSDMS is one of the best health and safety applications in the industry. This
application is a replacement of the current IRIS system and will be utilized throughout
the agency. The chart below illustrates how this release, which has been specifically
tailored to NASA’s needs, will make your work-life easier.

What the

How This

System Does

The system makes liberal use of required
fields during data entry. Case files cannot
be saved until these required fields are
filled.

The system distributes data throughout
the application, reducing or eiminating
the need for repetitious data entry.

The system’s modular design alows the
application to grow aong with NASA.

Only approved users are allowed access
to the system’ s functions and data
through the login procedure with NT
Integrated Security.

The system’ s security protocols allow
authorized users to access the application
on any computer or laptop.

Notes

> Helps You

v

You won't have injury/illness case files
that consists of only the employee’ s name
and injury date.

Y ou won't have to look up the same
employee multiple times for the same case
file.

New modules will be similar in format and
therefore easier to train on.

Employee data and privacy are protected.

Y ou can work wherever it is most
convenient for you.

© 2004 by Bx3®
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Module Overview

This release of the system consists of seven modules designed to capture a variety of
environmental, health and safety information. Below is a general overview of these
modules.

Module Overview

Case: New— Create a new case.

Case: Find - Search the system for acaseto review or edit.
Visit: New- Create a new medical visit for an existing
injury/illness case.

Visit: Find - Search the system for amedical visit to review or
edit.

Reports — Create various OSHA reports, Daily Logs, Case
Counts, Work Loss, and Indicators.

Injury Illness

Create— Create anew AR in stand-alone mode, not attached to a
specific casefile.

Action Request Manage — Review, reassign or distribute ARs on your list.

(AR) Distribution List— Create lists of employees who are often
notified of ARs at the same time.
Reports— Create reports for analysis of AR indicators.

New — Create a new safety incident.
Safety Incident Find — Search the system for a safety incident to review or edit.
Reports— Create daily logs and Indicator reports.

New — Create a new employee record.

Employee Find — Search the system for a specific employee’ srecord.

Headcount Manage — Input contractor and civil servant man-hours

Manage Users — Specify and define user information including

roles. User Roles control the level of user access to the functions

of the system.

Ref. Table Maint.— Review or edit the charts used to store the
Administration recordsthat fill drop-down menus or lists.

Manage Contract — Review or edit the charts that store contract

information used to fill drop-down menus or lists.

Sync Employees — Match orphaned legacy records with current

employees.

Home — Return to the homepage.

My Permissions — View your system roles and assigned sites,
General organizations and medical office

Change Password — Change your password.

L ogout — Exit the system to prevent unauthorized use of system.

© 2004 by EX3® Confidential and Proprietary 6



Why Have Separate Modules?

To understand how the system works it is important to understand the relationship
between an injury or illness case and a safety incident.

Injury/lliness case: Involves either an injury or illnessto an individual.
Safety Incident: Any event that requires investigation by safety professionals. This
event may or may rot have resulted in an injury to a person(s).

Since injury/illness cases and safety incidents contain separate information, they have
been separated into two different modules. Below are several reasons why the system is
lad out this way.

3 Separation of these areas conforms with industry best practices, wherein

77~ house medical professionals enter first hand information directly and

Qr J specify the correct level of privacy, while safety professionals enter first
~\ hand investigation findings on hazard condition and abatement measures.

Not al injuries or illnesses require an occupationa safety
investigation.

Not al safety incidents involve an injury or

illness.
[ 1
{E > OSHA report requirements
<] separate the two categories.
Notes
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Accessing the Site

The URL you will be using to access the application varies depending on your site's step
in the IRIS replacement process. If your site is beginning its beta test phase, you will
need to use the URL under the “Beta Testers” heading. If, however, your site has
completed its beta test phase and is going live, use the URL under the “Live Users’
heading. Be aware that the live version is “for real”; no fictitious information should be

entered.

(o)
l

https://ca.ex3host.com/ex303210

(o )
l

https://nasa.ex3host.com/Iris

Notes

© 2004 by Bx3®
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The Security Pop-Up

Each time you enter the URL for this application the pop-up shown below appears. Its

purpose is to inform users that Ex3 EHSDM S will be creating a private encryption from
its secure server to your browser. Once you agree to proceed, you will be working in a

secure environment.

Security Alert x|

' Information you exchange with this site cannot be viewed or
? changed by others, Howewver, there iz a problenm with the zite's
; zecurity certificate.

& The secunty certificate waz izsued by a company vou have
not chosen to tust, Yiew the certificate to determine whether

Click the Yes woLl wank to truzt the certifving autharity,
button to

proceed loading a The zecurity certificate date iz valid.
the application.

a The securty certificate haz a valid name matching the name
af the page vou are tying o view.

Do pou want bo proceed?

“es | Mo Wiew Certificate

Notes
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Understanding Assigned Roles

In order to maintain data integrity and privacy, it is important to limit access to some of
the menu options and tabs within the system. Therefore, each user of the systemis
assigned a “role(s)” when added to the user list. This role determines which menu items
and/or tabs will be visible or in some cases read only upon login. If your assigned role(s)
does not alow you access to items needed for your job, contact your site system
administrator.

For more information on privileges assigned for each user role see the NASA EHSDMS
SECURITY MATRIX beginning on page 161

An example of how the menu options available to a user change based on user role.

N
injury liines< Injury liness
= | ACazE
ey VErsus Firid
Fin < > TReports
Action Request
YReports Safety Incident
Action Request Employee
Safety Incident Headcount
Employee Administration
General General
Medica User Role Safety User Role

Contractors
Contractors may only view information for the contractor to which he/she is assigned.

This means that all reports, find screens and drop-down boxes will only return their
contractor records.

NASA Employees
NASA employees are allowed access to al information, including contractor data, within
the system based on their security roles.

Notes
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Getting Help

While the aim of this training is to make you an independent user of the system it is
possible that you may need help afterward. Ex3 has established a helpdesk to assist users
with any questions they may have pertaining to the use of the current application Its
hours of operation are listed below. While the helpdesk is there to assist you, consider
first contacting your site system administrator or POC. In most cases they will be able to
help you resolve any problems you may be having.

® ®
Hours of Oper ation
] ]
Monday - Friday
8amto 8 pm EST
{ e 1-888-460-7874 ext 208 {

Note: Any suggestions for improvements or enhancements to the current application
should be routed through your site system administrator.

The Ex3 Helpdesk is not designed to handle programmatic and/or policy issues. These
types of issues should go through Suzanne Otero’s office. Her contact information is
listed below.

Suzanne L. Otero, IRIS NASA Program Manager
NASA Assurance Technology Center
440-962-3106
22800 Cedar Point Road
Cleveland, Ohio 44142

Notes
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Logging In

To log into the system enter your user name and password and click the Login button. If
you do not have a user name and/or password you need to contact your site system
administrator. As part of the security requirements plan, you are required to change your
password periodically.

For more information on changing your password see CHANGING Y OUR PASSWORD
beginning on page 159.

1. Enter your
username and
password.

2. Click the
L ogin button.
The Homepage

will display

Click the
“Reminder” icon
to receive your
username and
password by
email. For more
information on
this feature see
USINGTHE
REMINDER ICON
on page 13.

To be able 10 usa this application, your browsar must ba sat up to allow cenkies.

Notes
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Using the Reminder Icon

If for any reason you forget your user name and/or password, you may obtain that
information using the “Reminder” icon that is located to the right of the login fields.

Once the email reminder processisinitiated it usually only takes a minute or so to receive
areply.

1. Click the
“Reminder”
icon. The
reminder screen

will display.

lsername: I

2. Typein
your e-mail
address in this

field.

Toracaive your Lisermame/Password, JUSE Type pour e-mal adikass in e bog
baloer and cick the *Procesd’ buttan, Yaur usemame and pazzeord wil
immedately b= mailed to pour e-mail sddress.

aHail Addresa: |

Fracesd (=

le: johnighd

Ta b= shle t0 use this spplication, pour browser most be set up to allow coskies.

[— L'.'f:"l- T ki hotitin

CHHFE-TA84 - B chira Euapd s Ergira g T c.
Lapal Shet

Notes

3. Click the

Pr oceed button.
The system will
send you your
information.

© 2004 by Bx3®
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Logging Out

It is important to always remember to logout of the system when you have finished your
work. This minimizes the possibility of any unauthorized users viewing or accessing
confidential or restricted employee information.

1. Click General
on the menu bar to
open the drop-
down menu.

Zyshern Brosceast Messans

This 15 a best site anly, Do not anker |
data cordaining privats or canfidantal
informskiony, To erker Byas dets, plegss

an o thee procuction webmie st

Hlipx Mraam e dheot condis
2. Click Logout
under the General
menu.
Welome Syrtem Admimstrator to Ex ¥ EHE Duats Menegement Systam - IRIS, vers 53
Fomamd By Er3 aTICMHWIII
ﬂ?ﬁwmeln:;mg;u Ergare o Ini.

3. This message
will display and
then the User
Login window
will open.

Thanks System Administrator for using Ex3” EHS Data Management System - IRIS

P b [E T Technugie

AT - B Ergriis Engiesdrg . Jra.
Lagad AT

Notes




Opening a New Browser

From time to time you may need to add a new employee or update an email address in the

system while you are working on an action request or creating a case or incident. You

can make these changes more easily by opening a new browser window.

You may open anew browser in two ways, the first isto click Ctrl-N on the keyboard.

A new window will automatically open with the application open. The second method is
described below.

1. OpentheFile
menu on the
browser.

2. Click Newon
the file menu to
open an additional
menu.

3. Click the
Window option.
A new window
will open with the
application in it.

R B39 EHS Dt Mamegement Sysbem) - B15 - Moresolt Intemet Bglorer ill

 Fin EE W Foumes Tock  Hep
/ , Y BEh

Notes
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Exploring the Quick Incident Menu

Navigating the Quick Incident Screens
Quick Incident Report - Safety

Quick Incident Report — Injury/lliness
Quick Incident Report — Track

Employees may create “quick” safety and injury/illness incident reports without actually
logging in to the system. This quick reporting capability helps ensure that all incidents
are entered into the system in atimely fashion. Once the initial report is saved, it can be
updated as more information becomes available from within either the Injury/Iliness or

Safety modules.

To theright is a picture of the Quick Incident menu. Each of
the quick incident reports is accessed through this menu,
which displays on the login screen.

Health |
Incident|———
Track

© 2004 by EX3® Confidential and Proprietary 16



Navigating the Quick Incident Screens

The Quick Incident screens are laid out in away that allows easy navigation. To move
from one field to another press the Tab key on your keyboard or click in each field with
the mouse. All the required fields are marked with bold labels. Each of the screens
requires you to click the Save button before exiting the screen. Y ou may not need to fill
out every field. However, it is very important to capture as much information as you can
in al the fields that do apply. Remember, these records are only as good as the data they

contain.

Each screen is made up of a combination of drop-down fields, look- up buttons and free
text fields. The table below describes some of the common icons, buttons and fields used
in the quick incident screens as well as the application itself.

| con/Button Function Result
Indicates adrop-down list. Click the Close Call |
| arrow to activate the drop-down list. gy P rT—

Select an item on the list by clicking on
it. Theitem will automaticaly fill the

field.

First &id Only
Hazard
Incident

Mishap

Mission Failure

To Be Determined

Click to open the calendar popup
window shown to the right. Select the
appropriate date by clicking onit. The
selected date will automatically fill in
the date field.

Usethe arrows at the top to move
forward or back within the calendar. A
single arrow will move forward/back a
month. A double arrow will move
forward/back ayear.

2§ Covnedar - Peticr it T

=] 3]

Tusly 2004
[=] [[2]1 [Prnk] [[=]] [==]

Click to open the General Location
popup window shown to the right.
Select the appropriate location by
clicking onit. The selected location will
automatically fill the General Location
field.

© 2004 by Bx3®
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Navigating the Quick Incident Screen cont’d.

£l

Click to open the Employee Lookup
window shown to the right. Supply at
least one search criteria. Complete
names are not necessary; in most cases 3
characters are enough. Click the Search
button. The system will return the first
100 matches for you selected criteria
Select the appropriate employee by
highlighting them and then click the
Select button. The selected employee
will automatically fill to the appropriate
field.

For more information on using the find
screen see SEARCH TIPSbeginningon

page 28.

List o Ercards:

T |

=]

Clear |

This button can appear either next to a
field or at the bottom of apage. A clear
button next to a specific field clears only
that field. A clear button at the bottom
of ascreen clears all fields.

Cancel |

This button returns you to the login
screen. (If you are working within the
application the cancel button returnsyou
to the Homepage). Be sureto save any
new data before using the Cancel button
to avoid losing data.

Save |

This button saves the information

entered on the screen. It is necessary to
click the Save button each time you enter
new information on ascreen. The
system checks that all required fields
have been completed and then notify you
that the save was successful.

Microsoft Internel:f;_:_

& Surccessfully Saved

x|

Notes

© 2004 by Bx3®
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Quick Incident Report - Safety

The Safety quick incident report is, in most cases, where a safety incident record begins.
It issimilar to NASA’s 1627areporting form. Since it is located outside of the system, all
employees may access it to report inciderts. Once the quick incident report is saved, it is
assigned an incident number and may be edited or updated within the Safety module.

In some instances, a user may want to report an incident anonymousdly. To remain
anonymous, smply leave the “Recorded By” field empty.

1. Click the Safety
button on the Quick
Incident menu. A
report screen will
display.

Notes
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Quick Incident Report — Safety, cont’d.

2. Complete all
required data
fields shownin
bold blue.

3. Decideif you
want to remain
anonymous.

4. Click the Save
button.

Incident Category: |To Be Determined =1

Incident Type: |<<Select Safety Types= =

Incident Sub Type: |<<Se|eu:t Incident SubType=> ;l

[77972004 v|Time:|08 -A[35 =]
[77a/z004 v|Time:|os Az =]

Incident Date:

Reported Date:

Country: |United States of America;l
Site: |<<Se|ect Site x> =1
Campus: |<<Se|ect Campus == ;l

3' Clear |

General Location: |

NASA fContractor? INP.SP. vl

Directorate: <<Select Directorate = >

Organization: << 5Select Organization=>

Ll

One Liner {do not use names):

I |

[%Qiled Description:

L

I

Please prowsd® specific location details for the General Location in the "Detailed Descriptag” field
aboyerFor example, details such as room, hallway, high bays, courtyard, or test stand are

apfreciated,

If you want to remain anonymous, you do not have to provide your name in the "Recorded by" field
below. However, if you remain anonymous, the system will not be able to alert you when action has
Been taken on the issue.

" name, and insert it in the box. If your name is not found: Ente
ployer, Phone, Ema doheesss_and Mail Stop in the 'Detailed Descripe

Keep my name private

EI Clear I

Any officer or employee of an agency, who biNgrtue of his employment or official position, has
possession of, or access to, agency records whic ntain individually identifiable information the
disclosure of which is prohibited by this section or ru or regulations established thereunder, and who
knowing that disclosure of the specific material is so probtsged, willfully discloses the material in any
manner to any person or agency not entitled to receive it, shalbe guilty of a misdemeanor and fined
not more than $5,000.

As an employee you are responsible for keeping designated informatiosfrom unauthorized persons.
Unauthorized disclosure is also a violation of Title 18 U.%. code. Penalties | ost cases provides for
fines up to $10,000, imprisonment far not more than 10 years or both, Disclos of sensitive

information may result in immediate dismissal, fines up to $1,000,000 and/or imprisgnment for up to

10 years per event.,
Save |

Recorded By:

Cancel

Notes
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Quick Incident Report — Safety, cont’d.

After you click Save, the system generates an incident number and tracking code. Y ou
need both to track this incident using the Track feature on the Quick Incident menu. The
system generates a second pop- up after you click OK that allows you to print a hard copy
of the incident’ s tracking information. In most cases, once you have printed you will be
returned to the Login screen. However, if you selected “Yes’ for “Injuries Involved?’ the
system will automatically bring up the Injury/lliness Quick Incident form.

5. This pop-up Microsaft Internet Explorer x|
box gives you
the Incident Thank vou For reporting the Incident.

An Email has been sent to vour [Ames Research Center] site safety adminiskrator,
Number and =
Tracking Code.
Click OK.

/2 Quick Incident Tracking Information - Microsoft Interne_t'_'; er = ] |

Quick Incident Tracking Information
Here iz the mformation to track the status of the mcident yvou have entered m the system.

6. Click Print Tou can check on whether the case 15 open, what types of nveshgations are underway,
this page to \ the report type and a one-line descrption of the meident.

print the

incident’s

TL‘?‘;‘:'[:gn o ident Mumber for this Quick Tncident is 2004-191-00001.

The Tracking 15 wiJBTOOvpxc.

Touwil need both of to track the incident.

Frintthis page |

Notes
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Quick Incident Report — Injury/lliness

Employees may also create “quick” injury/illness case reports without actually logging in

to the system. This quick reporting capability helps ensure that al incidents are entered

into the system in a timely fashion. Once the quick incident report is saved, it is assigned

an incident number and may be edited or updated within the Injury/Iliness module.

1. Click the Health
button on the Quick
Incident menu. A
report screen will
display.

2. Complete as
many fields as yoL
can. Fields shown
in bold blue are
required.

3. Click the Save
button.

Incident S

¢ Incident
Employee: | E Clear
Supervisor: I Q Clear
Case Type: << Select Case Types> ;l
Injury/Iliness: <<« Select Injury or IIIness>>;|

Injury/Iliness Type: |<<Select Injury/Ilness Type=> ;l

Injury Detail Date: |4,-’14,.-’ZDD4 vi Injury Detail Time: a0 |- IDD 'I

Patient Statement: d
(Do not include
=

patients names)

Country: United States of America ;I
Site: << 5elect Sitex> =1
Campus: |<<Select Campus>>;|

General Location: I E%j Clear I
Recorded By: I _QJ Clear I

ou want to remain anonymous, you do not have to provide your name in the 'Recorded by' field.
if you remain anonymous, the system will not be able to alert you when action has been
issue.

click the .gj button to look up your employee record, Use the pop-up search
e, and insert it in the box, If your name is not found: Enter your Mame,
es55 and Mail Stop in the 'Patient Statermnent’.

To enter your na
windaw to find your n
Employer, Phone, Email &

ho by virtue of his employment or official position, has
hich contain individually identifiable inforrmation the
rules or requlations established thereunder, and
iz 50 prohibited, willfully discloses the rmaterial
eive it, shall be guilty of a misdemeanaor

aAny officer or employvee of an agenci
possession of, or access to, agency recor
disclosure of which is prohibited by this sectia
who knowing that disclosure of the specific rmater
in any manner to any person or agency not entitled to
and fined not rmore than $5,000.

As an employee you are responsible for keeping designated inforwgation from unauthorized persons.
Unauthorized disclosure is also a wiolation of Title 15 U.5. code. Fenalgs in most cases provides for
fines up to $10,000, imprisonment for not more than 10 years or both, Ohselosure of sensitive
information may result in immediate dismissal, fines up to $1,000,000 and/orwqprisonment for up
to 10 years per event.

Cancel Save

bold labels indicate required field - All date formats: (mfdfyyyy)

© 2004 by EX3® Confidential and Proprietary
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Quick Incident Report — Injury/lliness, cont’d.

4. A Pop-up box
displays stating

the incident was
saved. Click OK.

T

e
T

& Successfully Saved

Microsoft Internet |

X

Microsoft Internet Explorer

& Thank vwou For reparting the Injury Tiness Incident, An Email has been sepk® the Injury Tiness Administrators,

Notes

5. A pop-up box
displays stating an
eMail notification
has been sent.
Click OK. You'll
be returned to the
Login screen.

© 2004 by Bx3®
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Quick Incident Report — Track

The Track option on the Quick Incident menu allows users to check the status of
incidents aready entered in the system. This “Quick Incident Status’ report shows
whether the case is open, what types of investigations are underway, the report type and a

one-line description of the incident.

1. Click the Track
button on the
Quick Incident
menu. The Quick

Incident|{———

Incident _Status ! Track
screen will
display.
Quick Incident Status
Incident Number: [z004-105-00001 Tracking Co [59gsItmuiw | — 3. Click the
/ Cancel | Search Clear | Sear ch bUtt_On'
2. Enter the -tl)—ge Sta“_ﬁ fields
incident number 0";’ wi
H opul ate.
and tracking Case Status: CLOSED Pop
code.
Classification Type: MOT CLASSIFIED YET
Contractor Investigation Type: Mot Assigned
Government Investigation Type: Mot Assigned
Report Type: Mot Assigned
One Liner: test
Notes
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Exploring the Injury lliness Module

Finding a Case Record

Creating a New Case

Completing a Case or Visit Record
Creating a New Visit

Finding a Visit Record

Running Injury/lliness Reports
Injury/lliness Reports

Throughout history, many of our greatest thinkers have explained Injury lliness
that if you know your past, you can understand your present. Once iCa

you understand your present, you can predict your future. The
Injury/Iliness Module helps you to do just that. It allows you to
record, track, and report on the occupational and non-occupational
injuries and illnesses that affect your organization.

When you identify the injuries and illness that affect your
organization, and analyze how and why they occurred, you have the
knowledge to make a difference in the future of your organization.
The Injury/llIness Module helps you acquire that knowledge.

The options shown to the right display in the Injury/Iliness menu:
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Finding a Case Record

From the time you first open a case to the time you close it, chances are you will need to
refer to, update, or modify the information in the case record several times. In order to do
that, you need to locate the case record in the system’s database.

1. Click Injury
IlInesson the
menu bar to open
the drop-down
menul.

2. Click Case
under the Injury
IlIness menu.

3. Click Find
under the Case
menu. The System
displaysthe Find
Case tab.

This Is & 1841 sk anly, Oo nat enter live
dats contsining privats or ponfidentis|
rformation. To enter §ve data, plesse

0o 1o the prodiction wekeits =t;

Fritpa: o et e 00 28 ek o0l e

e

Y iy
% DNE NASA

eleonse Sywbem Administrator o 03 EHS Dats Hanagement Sywbemn - IRIS, wer 100

Fovaed By F_xj;.hdnﬂo'iu

ITTS-2184 - Eftiend Enierprios Enoresieg. e
Lugal S

Notes
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Creating a New Case

The following definitions may help you while using the Injury/Iliness Module:
Vigit: A record of every time an employee reports to aclinic for an injury or illness.
Case: A collection of one or more visit records resulting from the same injury or
illness.

Whenever an employee reports to the clinic, you record information about the visit. If the
employee is reporting a new injury, you create a new case. If the employee is returning
for further treatment of the same injury, you create a new visit.

For example, if an employee breaks a finger and reports to aclinic, that is a new case.
Then if later in the week, the employee returns to the clinic to get a new splint for the
same broken finger, that is a visit.

The diagram below outlines how to create a new case.

1. Click Injury
Illness on the
menu bar to open
the drop-down
menul.

2. Click Case
under the Injury

I11ness menu.

3. Click New
under the Case
menu. The System
displaysthe Find
Employee tab.

This |s & 131 sEe anly. Do nat enter live
dats contsining privats or confidentis|
rformation. To enter ke dats, plesse

no o the prodiction webeits =t;

ity oo e i 200 3 e oA

Weltome Sysbem Sdministretor o Ex3Y EHE Dets Hanagement Sysbem - IRIS, ver, 10

Foaaed By F_x_'%'r.mm.:.‘

FITE-2184 - Efsni Enierpris Frorssie. Ire.
Lugal Erulf

Notes
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Creating a New Case, cont’d.

In order to record information about the employee’ s injury or illness, you need to locate
the employee’ s record. The Find Employees tab assists you in this search. It provides
several search criteria that you can use to locate the record. If the employee has a unique
name, such as Wyzeski, the first three characters of the last name may be sufficient. But

in the case of Chris Black, you may want to supply more information to reduce the

number of possible matches returned.

1. Specify at least
onecriterion.

2. Click the Search
button. A list of
matches displaysin
the Employee
Matching Records
field.

Find Ernployee

Last Marme:
First Mame:
Country:

Site:

Employee Type:

|'-.-'anB

Govt. D

sh

United States of &merica = |

all

-

Johnson Space Center ;I

Search

—

Local Employee Code: I

Clear

Jan

Matching Records: 1

Create Case |

If the appropriate
employeeis not
listed, click the
Clear button and
repeat search with
new criteria.

Search Tips

3. Select the
appropriate
employee from the
list and click the
Create Case button
or double click the
employee. A
verification message
displays.

Sometimes when you search a large database, it can be difficult to locate the record you

want. Here are a few tips that will help you be able to search more effectively.

Database queries are not “case sensitive.” Y ou don’t have to worry about capitalizing
a person’s name correctly when typing it. Just type it al in lower case.
Complete words or numbers aren’t necessary. Entering the first three charactersis
enough in most cases.
If you are getting too many matches, consider adding more information, such as the
beginning of the first name along with a last name, in order to reduce the number of
matches that fit your criteria. Keep in mind that the system will only return the first
100 matches for your search.
If you are getting too few matches, enter alittle less information in the search fields
to increase the number of matches that fit your criteria

message. Y ou may need to create a new employee record.

For more information on creating new employee records see CREATINGA NEW

Employee Not Found

If an employee is not found in the database, you will receive an “Employee not found”

EMPLOYEE RECORD beginning on page 133.
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Creating a New Case, cont’d.

After you confirm that you want to create a new case, the General tab displays. You use
this tab to enter general information about the case (what happened, where did it happen)
and about the visit (which clinic did the employee visit, what was the initial diagnosis,

etc). The General tab, like the Quick Incident screens, contains text fields, drop-down

lists, checkboxes, and buttons. To enter data, either use the T ab key to move from one

field to the next or click in each field using the mouse. All required fields are marked

with bold labels. You may not need to fill out every field. Howewer, it is very important
to capture as much information as you can in al the fields that do apply.

1. Fill in as many
fields as possible,
making sure to
completeall
required fields.

General

Ernployee Date of Hire:
Case No:

May 4 1962 12:00AM
< New = Wisit Mo:

< New =

Employes: YanBenthuysen, Shelly

Case Information:

Case Type: Qoc - First aid ;I

Injury fIliness: Injury ;I

InjuryfIllness Type: |ABRASION ;I

Injury Detail Date: 71172004 V Injury Detail Time: IDD - “ oo 'I

Reported Date:

wernight Hospital Care:INo 'I

Patient Statement:{do not use names)

Reported Time:

[ B

hands, arms and face.

what object or substance is believed to have directly harmed the emplovee?

gravel

Site Type:
Country:

Site:

Campus:
General Location:
Location:
Specific Location:
Directorate:
Drganization:

Supervisor:

First Pain Date:

E
-
Onsite vl

United States of America = |
Johnson Space Center ;I
15C - Main -

910 GEMIMI

[Cutdoor =]

R.oad in front of 910 Gemini

A |

Ad - Center Director

3' Clgar |

Bl
EI Clear

Med, Intervens Date:

Wallenius, Laura M

[o7/11/2004 =

Emergency Care required: IYes 'I

Ifell from the back of a moving truck and sustained severe abrasions to my i‘

=0

For more
information on
using look up
buttons see
NAVIGATINGTHE
QUICK INCIDENT
SCREENS
beginning on page
17.

Motes:

| .
H

Consciousness Lost? E

Fatality? [Ne =]

¥isit Information:

Date of Visit: [ritzo0s [ Time of visit: |2z -|[19 =]
Disposition: Sent To Hospital/clinic ;I

Office of ¥Yisit: Carlene's Testing Office {Johnson Space Centar);l

Primary Diagnosis: Aabrasion ;[

¥ was employee referred to an outside physician?

Medical Professional's Details:

Name: |Dr. Smith

Address: |123 UsSa Lane
Health Facility's Details:

Name: ITUrnbaII Regional

Address: |123 USA Lane

City: ITUrnbaII

State: [T

2ip: Fr4z9
Phone:

Fhone:

2. Click the Save
button.

Recorded By:

Administrator, System Ex3

bold labels indicate required field - all date formats:{mfdf¥yyy)
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Creating a New Case, cont’d.

The system guides you during data entry by graying out fields that are not accessible or

automatically populating fields with data once you have made specific selections. If the
information has to be entered a specific way, then guidelines are either printed on screen
or displays when you hover the cursor over the field.

There are several fields on the General tab that, when modified, change which additional
fields display on the tab. For example, if the employee were referred to a doctor outside
the clinic, you would select the Employeereferred to an outside physician? checkbox.
The system then displays the additional fields you need to record the doctor and/or
hospital’ s contact information.

When you click the Save button the format and completeness of the information you have
provided is checked. If you have left any required fields unfilled, the system displays a
message prompting you to fill in the appropriate field.

After you have corrected the problem and successfully saved, the ” Save Confirmation”
pop-up displays.

Microsoft Internet Expl |

i

& Successfully saved

Notes
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Completing a Case or Visit Record

Once you have located or created a case or visit record, the system displays the
Injury/Iliness tabs. The number and names of the tabs that you have access to will differ
depending on your role in the system. All the tabs are outlined in this section.

Job Placement

Tranztion His

Thetabs are laid out in away that allows easy navigation. To move from one tab to
another, you simply click on the tab. Y ou may not need to fill out every available tab for
every case. However, it is very important to capture as much information as you can on
all the tabs that do apply. Remember, these records are only as good as the data they
contain. So, a complete record produces better reports and more accurate statistics.

Once the tab is open, you can move from one field to another by pressing the T ab key on
your keyboard or by clicking in each field with the mouse. All the required fields are
marked with bold labels. If it is available, don’t forget to click the Save button before
switching to another tab or module.
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General Tab

The General tab records basic information about the injury or illness, such as the when

and where it occurred, the injury/iliness type, and a brief description of event. This

General tab looks dightly different than the initial General tab you filled out when you
opened a new case. The visit information that you recorded at the bottom of the tab is no
longer visible. It is not lost, but has been moved to the Visit tab, where you may record
additional vidits at alater time.

1. Complete as
many fields as
possible, making
suretofill al the
required fields
whose labels are
bold.

Selecting “Yes’ in
these fields activates
additional data fields
and/or buttons

Use these buttons to
notify Safety and
Medical personnel
of theincident.

General Wiz W = Tranzttion History
Case MNo: 2004-193-00002
Employes: YanBenpthuysemShelty
Case Type: Ocec - First Aid ‘_/vl>
_Injurn"lllness: Injury =1
Injury fIllness Type:| ABRASION ;I

Injury Detail Time: |22 v"DD 'I
IDD v"DD vl

Injury Detail Date: |D?£11£2004 v|
Reported Date: I v|

Does this case fit ©SHA 300 Privacy definition? IND vl

COvwernight Hospital Care: IND 'I

Patient Statement:{do not use names)

Reported Time:

Emergency Care required: IYes 'I

I fell from the back of a moving truck and sustained severe abrasions to my -
hands, arms and face. >

what object or substance is believed to have directly harmed the employee?

gravel -
-

Site Type: Qnsite ;I
Country: United States of America =]

Site: Johnson Space Center ;I
Campus: 15C - Main =1

General Location: |10 GEMINI

Location: Im

Specific Location: |Road in front of 910 Gemini
irectorate: Ak ;I
Ah - Center Director

ganization:

|Wa|leniusJ Laura I

First\Pain Date: [o7/11/2004 v|
Med. In¥ervene Date: I v|

ConsciouXness L
Fatak

Supervisor:

esignation:

Termination:

RGO Related:
H fed:
Close this Case: << Select Status =» =
ecorded By: Administrator, System Ex3
Nt Updated: 004
ated by: AdministratorrSystem Ex3
Motify Safety | Motify Medical | Print | Delete
bold labersmmr T 1eld - all date farmats:{mfdfyyyy)

If the “Case Type’
field ischanged, a
“Case Transition
Information” screen
displays after the
record is saved. See
page 33 for more
information on the
“Case Transition
Information” screen.

Click the Print
button to run a Case
Details Report for
this case.

Click the Delete
button to delete this
injury/illness case.
This action cannot
be undone.

Notes

2. Click the Save
button. A
confirmation

message displays.
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General Tab, cont’d.

Occasionally, a case type might need to be changed, if the original entry was incorrect, or
the case was misdiagnosed. When you select a new case type on the General tab and click
the Save button, the Case Transition Information window displays. The system captures
important information regarding the change, such as the transition type and the reason for
the change. The information collected in this window transfers to the Transition History
tab once you click OK.

For more information on transition history see the TRANSITION HISTORY tab beginning on

page 45.
o . 2. Typean
Case Transition Information explan ation for
1. Select the ~ B : the chanae
transition type. [~ Transition Type: |De—esca|atlon ;I ge.
Reason for change: Data-entry error ;I
: ez — - || 3.Clickthe OK
Effective Date: /142003 rrrnd ddf oy button. A pop-up
Cancl | box verifies that
the change has
been successfully
saved.

Notes
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Visit Tab — Information

The Visit sub-tabs record information on each of the employee’s visitsto aclinic for a
single injury or iliness. For example, if the employee broke his arm and came to the clinic
that would be one visit. When he came back to take the cast off, that would be a separate
visit in the same case. Both visit records display in the List of Visits drop—down above
the sub-tabs. The Information sub-tab contains data such as where and when the
employee visited the clinic. You may create a new visit for a case from within the case
as described below or by using the Visit menu option on the Injury IlIness module's
menu.

For information oncreating a new visit record using the Visit menu option see CREATING

A NEW VISIT beginning on page 61.

1. Click the New
button or <New
Visit> on the List
of Visits drop-
down.

General Wisit Work Loss Transition History

Case Mo.: 2004-029-00003 Injury Detail Date: 01/29/2004
Employee: Admin, Shelly

Case Type: Occ - First aid SitefCampus: Kennedy Space Center/KSC - Main

List of Visits:

2. Complete as
many fields as
possible, making
suretofill in all
required fields.

3. Click the Save
button. The new
visit will appear in
the List of Visits
drop-down.

2004-029-00004 O0L/29/2004 PReturn To Work ({(working)

Information iagnoses Treatments

[ ¥isit Information:

Date of ¥isit In: Im Time of ¥isit In: IEIE-

Date of Wisit Out: mvl Time of Visit Out: IEIE
Disposition: Return To Work {working) ;I
Dffice of Yisit: Kennedy Murses Office =1
Display on OSHA 301 Mo vl

Report Received Mo =]

Report Completed Mo =]

isit required? E Revisit Date:lm v

Referred to 3 ide physician? E

Recorded By: Administrator, System Ex3
Last Modified By: Adrimmistrator, System EX3 Last Updated: 0172972004
Detach I Transfer | Mew Save Delete Print

bold labels indicate required field - All date formats:{mfdf¥yy¥y)

Notes
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Visit Tab — Information cont'd.

The Information sub-tab contains a series of buttons at the bottom of the screen. Below
is adescription of each button.

Detach | Transfer | Mew I Save | Delete | Print |

Detach

Use the Detach button to remove a visit from one case and create a new case with it. A
pop-up box appears after you click Detach. Click OK if you wish to create a new case.
Click Cancel to return to the Information sub-tab.

Transfer

Usethe Transfer button if you have created a visit in the incorrect case. A Find Case
screen displays after you click Transfer. Run a search for the correct case. Select the
correct case from the list. A pop-up verifies that you wish to transfer the visit to the
selected case. Click OK. The selected visit is transferred.

New
Use the New button to prepare the data entry fields for new visit information.

Save
Use the Save button each time you enter new information on the screen.

Delete

Usethe Delete button to remove any unnecessary or duplicate visit information from a
case record. A pop-up displays to verify you wish to delete the selected visit. Click OK
if you wish to delete the visit. Use this feature with caution since this action cannot be
undone. Note: Access to this button is restricted.

Print
Usethe Print button to run a Visit Details report for the selected visit.

Notes
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Visit Tab — Diagnosis

The Diagnosis sub-tab allows you to specify al the employee’s diagnoses related to the
incident. If adiagnosisis delayed or changed, for example an x-ray shows that the
employee’ s bone is broken and not a sprain, you can make updates and edits to the
diagnosis.

An employee can also have more than one diagnosis for an injury. If the employee was
involved in a car accident, they may have a broken leg and a cut on their forehead. Y ou
can list al the diagnoses on this tab and mark one as the primary.

Transition History
1. Click the New Case No.: 2003-296-00002 Illness Detail Date:10/23/2003
b Employee: October, Hallow Een
utton or <New EEEE Thes Site fCampus: Arizona - World Wide Headquarter of
DiagnOSiS> onthe YR an-Oce - Shart Visit EX3/Termpe
List of Diagnoses
List of Wisits:
dl’Op-dOWﬂ. 003-295-00002 1072372003 On Long Term Disability LI

Infarmation Diagnosis Trestment
2 Complete as List of Diagnoses:
. =HNew Diagnosiss
many fle' ds as Burn; Znd Degree
possible, making
sureto fill in all
required fields.

Diagnosis Details:

Diagnosis Type: | <=5elect Diagnosis== ;l

Diagnosis Date: I v

Diagnosis Motes:

To mark a primary
diagnosis, simply \\
select it from the

=

Click the

/ 3.
Save button.

LISt Of Diagnoses Hospital: | <<Select Hospital == ;l

field and click the
Make Primary
button.

Make Primary I Mew | Save Delete

bold labels indicate required field - all date formats:{mfdfyyyy)

Notes
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Visit Tab — Notes

If you've ever seen a patient’s medical file, you'll know that there are usually copious
notes, both handwritten and typed in each file. Using the Notes tab, you, the attending
nurse, or physician can easily enter and review notes for each visit. You may aso edit

notes that you have created. The Save Final feature allows you to save notes so they can
only be read, and not deleted or modified in any way.

1. Select avisit
fromthe List of
Visitsfield. Any
previously
recorded notes
display intheList
of Medical Notes
field below.

ok Plazement

EmEition Histor:

Case Mo.: zZ004-050-00004
Employee: Wallenius, Laura M
Case Type: Qoo - O5HA Record - Other SitefCampus:

Injury Detail Date: 02/19/z004

Kennedy Space Center/KSC - Main

2. Enter or modify
the selected visit
note in the Notes
field.

List of Yisits:
Z004-0 o

IRt arimiEtion

List of Medical Notes:

Modified Date - Medical Motes -

Treatments

Modified by

Medical Notes Details (Do not use names or include medical information}):
Motes

Mew |

=

Save Final |

bold labels indicate required field - &ll date formats:(mfdfyyyy)

3. Click the Save
button. A
confirmation

message displays.

Click the Save
Final button if the
note should not be

changed.

Notes

© 2004 by Bx3®

Confidential and Proprietary

37




Visit Tab — Treatment

All the information about the different types of treatment you have given or prescribed
for each visit of a case is recorded on the Treatment sub-tab. For example, the employee
you are working with has a broken arm. First, you treat the broken arm by setting it in a
cast, and then you prescribe pain medication. Later, you prescribe physical therapy.

Using this sub-tab you can see what treatments have been given, when, and how well
they worked. All thisinformation is vital when you are trying to determine the next
course of treatment and action.

Eemets] Wisit T Tkamzition Histoks:
1. Select avisit Case Mo.: Z003-2Z3-00003 Injury Detail Date:05/11/2003
. Employee: Wallenius, Laura. N
fromthe List of Cals TYPB.OCC - OSHA Record - Days  Site fCampus: Arizona - World Wide Headquarter of
. . . N ot
Visitsfield. Any Away EX3/Chandler

preVi OUS|y Lisbﬁsits:

recorded . I?DDS—ZZS—DDDD‘L 0271172002 Applving Medical Leawve Ll
treatments display
n the L Ist Of . InfaktrEtion |BE=1E [ fat=iE=s Treatrnent
Treatments field

List of Treatment:
below. Treatment - Start Date of Treatment - End Date of Treatment

Eandage Elastic - 08/117/2Z003% -
2. Complete as Treatment Details: i
many f|e| dS as \ Treatment Type: <« Select Treatment Type== ;l 3 C“Ck the Save
possible, making Start Date of Treatment: [5/14/2003 [ button. A
sureto f;|| inal End Date of Treatrent: I B~ confirmation

. X Treatment Motes: message disp|ays_
required fields.
Mew | Save Delete I
bold labels indicate required field - all date formats:{m/d/yyyy)

Notes

© 2004 by EX3® Confidential and Proprietary 38



Visit Tab — Vitals

Every time an employee visits the clinic, normally the first thing you do is take their vital
signs. Using the Vitals sub-tab you can quickly record or review an employee’ s vita
signs for any visit.

GERErE] Visit ittt Lass Tranzition Histors:

Case No.: 2003-223-00003 Injury Detail Date:08/11/2003

Employee: Wallenius, Laura. N

Beem Type'occ - OSHA Record - Days  SitefCampus: Arizona - World Wide Headquarter of
1. Select avisit \ Away Ex3/Chandler
fromthe List of

.. . List of ¥isits:

VISItS fldd I2003—223—DDDD4 02/11/2002 Applyving Medical Leave :I

InTorrmEtion {BE=Ts [y ufadt=s [otes Trestment

Height: Jo [ <<select vOM== -]  weight: i | <=select uomM== -]

Temperature; |D | << Select UOM>>;| Pulse: ID

2. Complete as stolic BR: I iastolic BR: I
many fields as It comments e / 3. Click the Save

possible, making L] button. A
suretofill inall confirmation

required fields. Save 7l/| message displays.

bold labels indicate required field - All date formats:{m/fdfyyyy)

Notes
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Work Loss Tab

The system can help you calculate the actual days of work that were lost or restricted due
to an injury or illness. The calculations on this page fulfill the requirements for the OSHA
200 series of reports. With the new OSHA 300 guideline, all days are counted regardiess
of whether the employee would be working. However, even if reporting with the OSHA
300 standard, it is beneficial for the company to know exactly how many actual working
days were lost for financial calculations.

The Work Loss tab displays the number of days an employee is away from work or
working with arestriction due to an injury or illness. These days are captured on the
Medical Leave and Restrictions tabs.

Case No.:  2004-050-00004 Injury Detail Date: 02/19/2004
Employee: Wallenius, Laura N
Case Type: Occ - OSHA Record - Other SitefCampus: Kennedy Space Center/KSC - Main
The days in thIS —_ Work Loss Adjustments:
i Days Away and i
column f||tef from Yoluntary Days Days With Restriction Holidays
the Medical Leave 02/20/2004 Fri 02/21/200d Sat
and Restrictions 02/23/2004 Mon 02/22/2004 Sun
0272472004 Tue 02/28/2004 Sat
tabs. 02/25/2004 Wed 02/29/2004 Sun
B 02/26/2004 Thu ==
= 02/27/2004 Fri [
03/01/2004 Mon
03/02/2004 Tue
03/03/2004 Wed
03/04/2004 Thu e
. 5z d 44
Identify regular i b
holidays with the ~ This chart
§ |
Weekday Weekday Adjustments: dISp| aySthe total
Adjustments &
fieljd add Weekday To Holid Clear weekday Fram Holid | days of lost work
. eekday To Holida gar Weekday From Haolida
! 4 L ! calculated by
Adjusted Work Loss Days: different methods.
W 56 Restricted Days: i] ’
ays Away (OSHAZOO): 52 Restricted Days (OSHAZOO):
Days Away (OSHAZOO): 56 Restricted Days (OSHASOD):
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Work Loss Tab, cont’d.

At the bottom of the Work Loss tab is a chart that shows the number of days away and
restricted days. This chart also displays at the bottom of the Medical Leave, Restrictions
and Job Placement tabs. It shows the total number of days of lost work for a given injury

or illness.

Days Away Column:

Days Bway. 0
Days Away (QSHAZOD): ]
Days Away (QSHAZOD): ]

The“Days Away” calculation
represents the total number of days an
employee was away from work due to
thisinjury/illness. If the days are
OSHA recordable the OSHA
calculations will display.

Restricted Days Column:

Restricted Days: ]
Restricted Days (QSHAZOD): ]
Restricted Days (QSHAZOD): ]

The “Restricted Days’ calculation represents
the number of days an employee was working
with arestriction due to thisinjury/iliness. The
restricted days calculation will not display until
ajob placement has been assigned. If the
restricted days are OSHA recordable the
OSHA calculations will display.

Notes
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Medical Leave Tab

Occasionally an employee’sinjury or illness requires that they take time off of work. The

details for this medical leave from work are recorded on the Medica Leave tab. The

system uses the information entered on this tab to calculate the employee’s days of lost or
restricted work. The days assigned here will display on the Work Loss tab.

1. Highlight <Add
new Leave>or
click the New
button.

2. Complete as
many fields as
possible, making
suretofill in all
required fields.

Bty Part i Med. Leave Benefits

Case No.: 2003-223-00003
Employee: Wallenius, Laura, N

_Dcc - OSHA Record -
Case TYDE'Other

Injury Detail Date:05/11/2003

Arizona - World Wide Headquarter of
Ex3/Chandler

Site fCampus:

List of Medical Leaves:

Medical Leave Details:

Occ - 0871272003 to 0871572003 - Prescheduled

Leave Type:
Start Date:

Date Last worked:

<<5elect Leave Type=> |»
| =l
| B~
| By

Occupational ? IYes -i
End Date: I v
Crate Of Return: I v

Requested By: IEmponee ;l
Requested How? |Emp|0yee { In Persan ) ;l
Closed ? Mo |-

Leave End As? |Return To Wark -1

Reason For Leave: I

Insert Date:

Hew i Save i Delete !

W

4 Restricted Days: \Q\Z

3. Click the Save
button.

For adetailed
description of this
chart refer to page
41.

Days Away (OSHAZOD): 3 Restricted Days (OSHAZOO): u}
Days Away (OSHAS00): 4 Restricted Days {OSHAZO0): 0
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Restrictions Tab

Sometimes, an employee has an injury or illness that restricts them from performing

certain jobs or tasks. For instance, you can create a restriction for an employee who needs
to avoid working around fumes and smoke because of a lung ailment. The Restrictions
tab records the details of each restriction including its duration and status.

While restrictions are assigned here they do not affect the “Restricted Days’ calculations

on the bottom of the screen until an actual job placement has been made. Once ajob

placement has been assigned on the Job Placement tab, the “Restricted Days’

calculations fill with the number of days an employee is working with a restriction.

For more information on creating a job placement see the JoB PLACEMENT TAB beginning

on page 44.

1. Highlight <Add
new Restriction>
or click theNew
button.

2. Complete as
many fields as
possible, making
sureto fill in all
required fields.

Employee Action Reguest Restrictions

Aftachiments

Jok Placement

Case No.: 2003-223-00003
Employee: Wallenius, Laura, N
0t - O5HA Record - Site fCampus: Arizona - World Wide Headquarter of
Other Ex3/Chandler

Injury Detail Date:058/11/2003

Case Type:

List of Case Restrictions:

1E2 - Awoid Dust And 2moke

Restriction Details:

Restriction: |nv0id Cust 4nd Smoke d
Occ/Pers Ind: lm Status: W
Start Date: Im End Date: M
Comments: Dust and smoke could cause respiratory distress until lungs are fully hedled. ;!
(=
Insert Date: 08/19/2003
Mew i Celete ’

4 Restricted Days: \<
3 Restricted Days (OSHAZOOD): 0

4 Restricted Days (OSHASOO): i}

W
Cays Away (OSHAZOD):

Days Away (QSHAZOD):

3. Click the Save
button. A pop-up
box verifies that
the restriction has
been successfully
saved.

For adetailed
description of this
chart refer to page
41.

Notes
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Job Placement Tab

If an employee'sinjury or illness prevents them from performing their normal job, they
can be temporarily reassigned to another position. Use the Job Placement tab to note and
track any temporary placement that you make for an employee to accommodate a work
restriction. Once ajob placement has been assigned for a restriction the restricted days
calculations on the bottom of the screen fills with the appropriate number of days.

For more information on assigning a restriction see the RESTRICTIONS TAB beginning on

page 43.
Etnpilee Action Request | Aitachments eattictions Job Placernent
1. Highlight the - =
T L. Case Mo.: 2003-223-00003 Injury Detail Date:08/11/2003
case restriction Employee: Wallenius, Laura. M
1 i .0cc - OSHA Record - Site fCampus: Arizona - World Wwide Headquarter of
that requires ajob Case Type: o sl o
placement.
List of Case Restrictions:
- ) OCC - 08/19/2003 t£o 08 #0023 - BES - Awoid Dust And Smoke 4 C“Ck the %Ve
2. Highlight <Add button. A
new L eave>or o on. A PopLp
- box verifies that
click the New List of Job Placements: the p| acement has
button. < add Tob PL £ >
II|E:,.-"l'_'4.,.-":E: -:- le:IZI:E: - BES - n/fa been Succe$ru”y
saved.
Job Placement Details:
3. Complete as \ Placement Type: | Restricted ;i Insert Date: 08/19/2003
many fields as " start Date: [08/19/2005 | B[ End Date:  [08/26/2003 hd
POossI ble, maki ng Cornments: =] ;
sureto fill in all ’ Foradetailed
required fields =l description of this
' Mew : ; Delete | chart refer to page
W 4 Restricted Days: \5\ 41.
Days Away (OSHAZOO): 3 Restricted Days (OSHAZOD): 3
W 4 Restricted Days (OSHAZOO): g

Notes
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Transition History

The Transition History tab displays all changes made to the “Case Type” field on the
General tab. All the fields on this tab are read only. If the case type has been changed
multiple times, select the transition you would like to view in the List of Case

Transitions field. The details display in the Transition Details area.

1. Select the
transition that you
would like to
view.

This screen
displays when you
first select the
Transition History
tab.

Transition Histary

Case Mo.: Z2003-223-00003 Injury Detail Date:08/11/2003
Employee: wallenius, Laura, N

.0cc - OSHA Record - Site fCampus: Arizona - World wide Headgquarter of
Case Type: oy EX3/Chandler

List of Case Transitions:
Effective Date - Reason for Change

08/14/2003 - Data-entry error — Wallenius, Laura. N. ..

ase transition: |Occ - OSHA Record - Days Away

2. View the
Transition Details

here.

Mew Case Transition: |Occ - 05HA Record - Other
Change made by: |Wa|lenius, Laura. I
Effective Date: Im

Reasan for Change: Data-entry error

bold labels indicate required field - all date formats:{mfdfyyyy)

Microsoft Internet Explorer
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Body Part Tab

Using the Body Part tab, you can specify which of the employee’s body parts have been
affected by the injury or illness. The body parts are separated into small groups, so you

can quickly and easily navigate thistab. If more than one body area has been affected,

you can list them al and pick the one that is primarily affected.

Body Fart esticatio hiled. Leaye Eenefits

1. Select the main
body part group
from the drop-
down list. A list of
associated body
parts display in
the Body Parts
Available list.

Employee: Wallenius, Laura. M

Case No.: 2003-223-00003 Injury Detail Date:05/11/2003

T e_C!cc - OSHA Record - Site fCampus: Arizona - Waorld Wide Headquarter of
N “Other Ex3/Chandler

Select a Body Part Group: [Upper extremities, excluding handsx’fingers;l

Body Parts Assigned:

Body Parts Available:

Arrn left (Prirmary)

Arm left | Shoulder left
Arm right WRIST LEFT
Elbow right

<<Select BadyParts=

RADIUS BILATERAL Add == :l’
RADIUS LEFT

RADIUS RIGHT <= Remove I
SCAPULA BILATERAL

SCAPULA LEFT

SCAPULA RIGHT

Shoulder left

ULMA BILATERAL Jd|

Make Primary I

Notes

2. Select the
affected body part
from the Body
Parts Available
list and click the
Add button. The
body part moves
to the Body Parts

Assigned list.
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Investigation Tab — General

When an incident occurs, the first concern is always treating the injured or ill employee.
However, once that concern is addressed, it is aso important to investigate why it
happened to prevent recurrence. The Investigation sub-tabs collect the information
needed to work toward prevention.

The General sub-tab records all general investigation information, including the cause of
the injury or illness, the investigation result, and the actions taken. If a supervisor has
filled out a Supervisor Incident Report (SIR) form for this case, some of the fields on this
page automatically fill with that information.

For more information on the Supervisor Incident Report see SUPERVISOR INCIDENT
REPORT (SIR) beginning on page 65.

Bocty Part Investigation hled. Leave Benefits

Case No.: 2004-029-00001
Employee: YanBenthuysen, Shelly
Case Type: Occ - First aid

Injury Detail Date: 01/29/2004

Site/Campus: kennedy Space Center/Cape Canaveral

Action Equipmerit Condition

1 Compl ete as General Detail Factors Maotes
many fields as Accident Source: alkalies =
pOSSi b|e, maki ng Accident Type: Contact with radiation ;I
sureto f|” in a“ Root Cause: COMMUNICATION: GEMERAL ;I
. . Loss Severity: Serious =
requ' red fields. Probability: D Remote ;I
Contact Type: Caught In, On, Between, Or Under ;I
Investigators:
Primary MASA Investigator: |wallenius, Laura, M EI Clear |
Investigation Results: ;I
_ =
Investigators can Action Taken: =
recommend . = 2. Click the Save
corrective actions Corrective Action: Ermployee Instructed ;I button. A
and report ontheir Correc.tive_ Action S,tatUS: Open = = confirr:nation
prOgreSS. Investigation Type: Type B - i
Investigation Status: Open =1 message dISplayS.
bold labels indicate required field - all date formats:{mfd fyyyy)
Notes
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Investigation Tab — Detail

The Detail sub-tab records what was happening at the time of the incident and what
treatment was given right after the incident. Knowing this helps to paint a general picture
of the incident and its timeframe.

Body Part Investigation l Benefits
Case No.: 2004-029-00001 Injury Detail Date: 01/29/2004
Employee: VanBenthuysen, Shelly
Case Type: Occ - First aid SitefCampus: kennedy Space Center/Cape Canaveral
. . Exuipment Condition
]:' FI” In as many \ GEMers Detail Factors Notes
flddsasp0$|b|e q Work Process:
to make the record =]
complete. =
If Yalidity is doubted, please state reason:
-
If the investigator - |
Initial Treat T
has any reasonto E— E 2. Click the Save
doubt the validity <l button. A
of astatement, Safety Devices Provided? Tes = fi : ati
they can note it Safety Devices Used?  [fie =] ﬁ?;;;ge (;iosrg)lays
here. '
bold labels indicate required field - All date formats:(m/fdfyyyy)

Notes
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Investigation Tab — Factors

Many things can contribute to an incident, from ssmple human error to a structural flaw.

The Factors sub-tab allows you to record any factors that have been found, during the
investigation, to have contributed to this specific incident. Since more than one factor
may be involved in an incident, you may assign multiple factors using the “Factors

Available’ list. If asupervisor has filled out a SIR form for this case, factors may display
in the “Factor Assigned” list based on the information in the SIR form.

For more information on the Supervisor Incident Report see SUPERVISOR INCIDENT

REPORT (SIR) beginning on page 65.

Elmcls Pt Investigation flecll Lesie Benzfits

Select a
contributing factor
from the Factors
Availablelist and
click the Add
button. The factor
movesto the
Factors Assigned
list.

Case No.: 2003-223-00003
Employee: Wallenius, Laura. N

.0Occ - O5HA Recaord
Case Tvpe'other

Injury Detail Date:05/11/2005

- SitefCampus: Arizona - World Wide Headquarter of

Ex3/Chandler

Ao Equipmeri Eantin

Dtz

Factors Available:

Assault/attack/Fight
attitude/Willful Recklessness
Backing-operatar error
Cause Code: UNSAFE ACT

Clearance-operatar error
Collapse of Wark Platform
Decayed, Worn, Frayed, Etc.
Failure to Secure

Failure to Shut Off

Failure to Test/Conf/Inspect
Failure to Use Lockout/Tagout

Factors Assigned:

Cause Code: UNSAFE COMNDITION

Factars [otes:

&dd Rermaove

Inattentive Behavior/Fatigued

bold labels indicate required field - All date formats:{mfdfyyyy)

Toremovea
factor, select the
factor from the
FactorsAssigned
list and click the
Remove button.
The factor will
return to the
Factors Available
list.

Notes
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Investigation Tab — Notes

The Notes sub-tab records any investigation notes related to this specific case. You can
use the Save Final feature to lock the notes so they can only be read, and not modified or

deleted.

1. Highlight
<New Note> or
click the New
button.

2. Typethe text of
thenoteinthis

space.

Biocly Fart Investigation Med: Leave Benetits

Case MNo.: 2003-223-00003
Employee: Wwallenius, Laura. N
Qce - OSHA Record - Site fCampus: Arizona - Wworld Wide Headquarter of
Other EX3/Chandler

Injury Detail Ddate:03/11/2003

Case Type:

fe: ([ Ecuipmenit CamEiEn

el actors Motes

List of Investigation NMotes:
Investigation Motes - Madified by - Modified Date

=New Notex
T4 doget was

ann older model_ .. - Wallenius Laura. N 03/14/2003

Investigation Notes Details:
Notes:

Wwidget was an older maodel that lacked the non-slip grip found on current production lines. ;I

=l

Save Final I

bold labels indicate required field - all date formats: (mfdfyyyy)

3. Click the Save
button. A
confirmation

message displays.

Notes
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Investigation Tab — OSHA

It may be necessary to report some incidents to the Occupational Safety and Health
Administration (OSHA). Investigation information needed for OSHA reporting is
collected on the OSHA sub-tab. If a supervisor has filled out a SIR form for this case,
some of the fields on this page automatically fill with that information.

For more information on the Supervisor Incident Report see SUPERVISOR INCIDENT
RePORT (SIR) beginning on page 65.

Action Equipment Condition

1. Comp|ete as What was the employee doing just before the incident occurred? (OSHA 301 J14)
many fields as Riding in the back of a truck. ;I
possible, making . =
suretofill in all \"If:lact tlaizpsl;::?;un(ﬂz'z':g :;;I;Jyle?fell out of the truck bed. ;I
required fields. -

wihat object ar substance is believed to have directly harmed the employee? (OSHA 301 Q17) 2. C||Ck the Save

aravel B / button. A

- { confirmation
message displays.

bold labels indicate required field - all date formats:{mfdfyyyy)

Notes
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Investigation Tab — Action

If the investigation finds that the incident was the result of a human action, those actions
can be noted on the Action sub-tab. Since more than one action may be involved in an
incident, you may assign multiple actions using the “ Substandard Actions Available” list.

Bod: Pt Investigation

e Leave B nefits

Case Mo.: 2003-223-00003
Employee: Wwallenius, Laura. M

Cace T?DB:OCC - OSHA Record -

Injury Detail Date:0&8/11/2003

SitefCampus: Arizona - World wide Headguarter of

/

Select a
contributing
action from the
Substandard
Actions Available
list and click the
Add button. The
action moves to
the Substandard
Actions Assigned
list.

Other Ex3/Chandler
Factors: [otes:
Action Ecjuipment Eaneticn
Substandard Actions Available: /
Lack Of skill =]

Making Safety Devices Inoperable
Mertal Stress

Mo Personal Factor

Mo Substandard Act

Mon-work Actions

Operating At Improper Speed

Operating Equipment Without Authority

Other

Physical Stress

Removing Safety Devices
Servicing Equipment In Gperation

il

] Er——

Substandard Actions Assigned:

Mo Personal Factor
Mo Substandard Act

bold labels indicate required field - All date formats: {mfdfyyyy)

Notes

Toremovea
factor, select the
factor from the
Substandard
Actions Assigned
list and click the
Remove button.
The factor returns
tothe
Substandard
Actions Available
list.
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Investigation Tab — Equipment

If the investigation shows that some specific equipment was involved in or caused the
incident, that equipment is identified and recorded on the Equipment sub-tab. Thistab is
intended to record all equipment involved in an incident regardless of damage. The term
equipment refers to any equipment involved in an incident; this can include automobiles
but is not limited to them.

Bty Bt Investigation (=T B M S Eenefits
Case MNo.: 2003-223-00003 Injury Detail Date:08/11/2003
. . Employee: Wallenius, Laura. M
1 nghllght Case Type: JCC - OFHA Record - SitefCampus: Arizona - World Wide Headquarter of
<New PE ober Ex3/Chandler
Equipment> or
click the New
button. List of Equipment:
Classification - Make - Model
2. Complete as
many fields as
possible, making
sureto fill in all Equipment Details:
required fields plakes | P 3. Click the Save
= ) Model: | button. A
Classification: | << %elect Equipment Class>>;| confirmation
message displays.

Mew | Save Delete

bold labels indicate required field - all date formats: (mfdSyyyy)

Notes
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Investigation Tab — Condition

If the incident was the result of the working condition or environment, those conditions
are noted using the Conditions sub-tab. Since more than one condition may be involved
in an incident, you may assign multiple conditions using the “ Substandard Condition
Available’ list.

on History
i Jok Placement
Case Mo.: Z2004-002-00003 Iliness Detail Date:01/02/2004
Select a Employee: AdminEX3, Test
H H .0cc - O%HA Record - Days SitefCampus: Kennedy Space Center/Cape
cont(l putlng Case Type:; Canaveral
condition from the
Substandard
Conditions
Available list and
click the Add
button. The
fo?g'tlon moves P Toremovea
Slo_,IbS? dard Inadequate Leelnder.ship Or SuPervision q Condition’ select
grj ar Inadequate Maintainance ) ‘ the condition from
Conditions Inadequate Or Excessive Illuminaths
Inadequate Or Improper Protective Edipment the Substandard
ASS!gned ||St Inadequate Purchasing LI Conditions
FEMEE Assigned list and
Substandard Conditions Assigned: click the Reamove
Abuse Or Misuse button. The factor
will return to the
Substandard
Conditions
Availablelist.
bold labels indicate required field - All date formats:{mfdfyyyy)

Notes
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Benefits Tab — Eligibility

Sometimes, an employee’ sinjury or illness is serious enough to require a claim for
disability berefits or other compensation. The Benefits tab stores all the information on
worker’s compensation and disability using three sub-tabs.

The Eligibility sub-tab records general claim information as well as specific details
depending on the type of claim: worker’s compensation, short-term disability, and long-

term disability.
Eligiblity Payments | Correzpondence

1 Comple':e as Claim #: I Application Made: I v
many fields aS Status: I <<Select Eligibility Status>>;§ Physician Contacted: I v
poss blel_ makl ng Physician Info Received:l v
suretofill inall
required fields. Workers Compensation:

Start Date: v End Cate: I v

Cenied? Tes -!

Reason for Denial

=]
=
The “Reason for Short-term Disability:
Denial” field only Start Date:| =~ End Date: [ B
displays when the \ First Case? [Yes =] Cert Rec'd: [
“Denied?” field \Dea-son?For DY::iaI'
shows Yes. =
\J = :
2. Click the Save
Long-term Disahility: button. A
S| [k B I [ confirmation
seom | message displays.
Notes
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Benefits Tab — Payments

The Payments sub-tab of the Benefits tab records all monetary compensation to

employees disabled by injuries or ilinesses at work. Each payment is listed separately at

the top of the screen; you can view details by highlighting a payment on the list.

1. Highlight
<New Payment>
or click the New
button to begin
entering data.

med. Lesie

Benefits

Case No.:
Employee:

Case Type:

2003-223-00003

W allenius, Laura. M
Oce - OSHA Record -
Other

Injury Detail Date:08/11/2003

SitefCampus:
Ex3/Chandler

Arizona - World Wide Headquarter of

2. Complete as
many fields as
possible, making
sureto fill inall
required fields.

List of Payments:

Date of Payment -

Major Categary

- Minor Category -

Payment Armount

Major Eategory:l Major Category 1

;l Payment Date:

Minor Category: | Minor Category 1

Description:

;I Payment Amount:

[08/12/2003 | B~

200

Total Armount:

| Ei]

Newl Save:l Delete |

bold labels indicate required field - All date formats: {(mfdfyyyy)

3. Click the Save
button when all

the payment data
has been entered.

Notes
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Benefits Tab — Correspondence

With injury or illness cases, it can be difficult to manually keep track of what forms and
documents have been sent to the employee and when. Using the Correspondence sub-tab

of the Benefits tab, you can record which documents have been sent to the employee,

important dates, and confirmation numbers.

Bl Pt Insestication f Benefits

1. Highlight
<New Payment>
or click the New
button to begin
entering data.

Case No.: 2003-223-00003
Employee: Wwallenius, Laura. M
Qoc - OSHA Record - SitefCampus: Arizona - World Wide Headquarter of
Other Ex3/Chandler

Injury Detail Date:08/11/2003

Case Type:

Eligitalits Baments Correspondence

2. Complete as
many fields as
possible, making
sureto fill in all
required fields.

M Letter Mailed:

List of Payments:

Correspondence Type - Letter Printed - Letter Mailed - Confirmation Received - Confirmation #
) Hew Correspondences
iShort Term Disablili = s/ FE0nz 0s (m[ufe] 027z

Correspondence Type:| Short Term Disablility Package
Letter Printed: Mv
Confirmation Rec'd: IM

|111222

Confirmation #:

= ;yﬁ/ti

3. Click the Save
button.

bold labels indicate required field - all date formats: {mfdfyyyy)

Notes
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Employee Tab

When you need to quickly find an employee’'s personnel information such as their phone
number or the building they work in, click the Employee Tab. If any of the information is
incorrect, you can make updates on this tab. These changes, however, will only be saved

in this case record and will not affect the employee’s master record. To affect a

permanent change to an employee’ s master record you must use the “Edit” option within
the Employee Module.

For more information on editing an employee’s master record see FINDINGAN EMPLOYEE
RECORD beginning on page 126.

1. Make any
modifications
necessary to the
Blue data entry
fields.

The Grey fields
represent non- \
editablefields.

They cannot be
changed using the

Employee Tab.

Job Placement

Employee Action Reguest Attachmerts

Case No.: 2004-023-00001 Injury Detail Date: 01/29/2004
Employee: YanBenthuysen, Shelly

Case Type: Occ - First aid Sitef/Campus: Kennedy Space Center/Cape Canaveral

Last Name: First Name: Middle Marme/Initial:
IUanBenthuysan |She|ly

General Information:

Local Emp. Code:

Country: United States of America vl

Site: Kennedy Space Center =l

Campus: Cape Canaveral vl

General Location:

Directorate: << Select Directorate > = -I
Organization: <<Gelect Orgamzat|on>>;|
Employee Type: | <<Select Employee Types> »|

Employes Status: <<Select Status=» -

Ermployee Shift: << Selsct Shift> =l
Employee Job Type:| <<Select Job Type>> vl
Job Title:

Cepartment Name: |
Date of Hire!
Level of Experience:| =<Select Level of Experlence>>;|

Supervisor: EI Clear

[ wicenes

Marital Status: == Select Marital Status>>;|
Date of Birth:

Metwark User 10,

Sz I << Zelect Sexs» vl

Address: |
City: I State:
Zip: I

—

Work Phone: | Horne Phone: |
Cell Fhone: I Mailstop: I
Fax: | Pager: |
eMail: |svanbenthuysen@yahoo.com

Emergency Contact Information:

Contact Mame: |
Contact Address: I
Contact Phone: | Contact Al Phone:l

Last Updated: 0172172004
Save :

bold labels indicate required field - All date formats:(m/fdfyyyy)

Notes

2. Click the Save
button.
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Action Request Tab

When managing a case, you may need to delegate some case-related tasks to other
employees or to request specific information so you can complete your tasks. Y ou can
use the Action Request tab to make those requests.

For more information about creating action requests see CREATINGAN INCIDENT SPECIFIC
ACTION REQUEST beginning on page 87.

Keep track of the
progress of al
action requests for
this case.

Employes Action Request | Attachments westrictions Job Placement
Case No.. 2003-265-00003 Injury Detail Date:09,/22/2003
Employee: YanBenthuysen, Shelly &
.Oco - O5HA Record - Site /Campus: Arizona - Waorld Wide Headquarter of
Ba=g Trpe'other EX3/Tempe

List Of ARs:
AR Mumber

AR Details:
&R Mumber:

AR Assigned To:
AR Assigned By
Parent Case #:

AR Type:
Country:
Site:
Directorate:

Organization:

Sch. Comp. Date: IlDHll.-"ZDDS vl Actual, Comp. Date: I =

Is this AR private {(Between Sender and Recipient Only})? Mo«

Does this AR contain Private Medical Information? Mo =

I-2003-270-001-P AR Status: IIn Frogress vl

wrallenius, Laura
VanBenthuysen, Shelly &
2003-265-0000:3

|Super\risor Motification of Injury / Iiness ;I
|United States of America + |
Inrizona - world wide Headguarter of Ex3;|
E =

|AA - Center Director =1

New AR allows ~ AR Title: [Slippery Stairs
you to create and Action To Take: Please inspect stairs for loose non-skid tiles. Replace all worn or loose tiles, d
assign anew =
Action Request action Taken: ﬂ
\ j
Mew AR | Distribute I Save |
Delete AR | Send Overdue Msg I Re Assign |

Notes
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Attachments Tab

Using the Attachments Tab you can end the days of bulging files, overflowing with
backup documentation like emailed doctor’ s exam notes and test results. Rather than
printing it out and sticking the paper copy in the case file, you can attach electronic or
scanned documents directly to the record. For example, if you have an invoice, photo, an
audio file of adoctor’s comments, or even video documentation, you can attach copies of
them to this file for future reference.

If the document you want to attach contains sensitive information select “Yes’ in the
“Apply Privacy Act?’ field before you save the document. This will limit access to this
document to medical personnel.

Ermployee Aetion Reguest| Attachments L = Job Flaeement
1. Click the Brov_vse “Case No.:  2004-050-00004 Injury Detail Date: 02/19/2004 Use the action icons
button. Select afile Wleniua Laura N : to ipuIaIe the
usi ng the “Choose Case TypesQcc - OSHA Record - Other SitefCampus: Kennedy Space Center/KSC - Main nan

attached document.

File’” window that

Docurnent Descriotion Occ Healtl Last Updated Astion

¥

displays.

testl.doc Mo 471472004 1:38:13 PM

Insert Mew Document

2. Click the Save ~ File: | Browse... I

button. Thefile
displaysinthe
document list above.

Description: I

P.c,t?IND vl

Any officer or empld of an agency, who by wirtue of his employment or official position, has
possession of, or access agency records which contain individually identifiable information

Apply Priv

the disclosure of which is pro ed by this section or rules or regulations established
thereunder, and who knowing that theglosure of the specific material is so prohibited, willfully
discloses the material in any manner to person or agency not entitled to receive it, shall be
guilty of a misdemeanor and fined not more 45,000,

As an employes you are responsible for keeping dedggated information frorm unauthaorized
persons. Unauthorized disclosure is also a violation of Tr & .5, code. Penalties in most cases
provides for fines up to $10,000, imprisonment for not more 10 years or both. Disclosure
of sensitive information may result in imrediate dismissal, fines u $1,000,000 and/or

imprisonment for up to 10 years per event.
Save I

Notes
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Creating a New Visit

If an employee reportsto a clinic for afollow-up visit for an existing injury or illness,
you create a new visit record in the system. Before you may create a new visit you must
first locate the parent case record. To do this, you start at the Injury 1llness main menu.

1. Click - _ _—
|njury/|||nesson ExT¥ EHS Data Managsmant Systam - [ES
the menu bar to '
open the drop- PR W —
down menu. ke
This i3 & k=gt she ondy. Do nok Enter live
sty corkminig privste or confidential
informestion. Ta anter live dats, pease
2 C| _ k V _ qn o the production website ot
. Chic Isit
under the L il M2 30512 oo 78
Schaguin
H Adanisssiration
Injury/lliness o
menu.
3. Click New
under the Visit
menu. The Find
Casetab di sp| ays. Waloame Systans Ademis ratoe b0 BT EHE Data Managamant System - TRIS, vor, 10
P oemstad By Eu'fjl-Tl-:hmhpu
A N . eyt Endy prom Enprarag, Tnes
Lsasl Zoulff

Notes




Creating a New Visit, cont’d.

Y ou now need to search through the system’s database of existing cases. Since each case
involves a person, you may search for the person’s first and/or last names. However, the
search criteria screen supplies many more tools to help you locate the appropriate record.

4. Specify at least
one criterion.

5. Click the

Sear ch button. A
list of matches
displaysinthe
Matching Records
field.

Find Case

| Last Marmme:

First Mame:

Zase Mo
Countey:

Site:

Campus:

General Location:
Directorate:
Qrganization:
Body Part Group:
Body Part:

Zase Type:
Status:
Injury/Iliness:
Injury/Iliness Type:
Date of Yisit From:

|wa||eni| GovtID: I
| Local Employvee Code: I

|United States of America |- |

|Kennedy Space Center ;I

I << Select Campus>>;l

| _9};1 Clear I
| << Select Directorate > = |- |

| << Select Organization>= |« |

| <= Select BodyPart Group>>;|

| << Select BodyPart== |- |

| << 5elect Case Type>=> ;l
|<< Select Status :>>;|

| <= Select Injury or IIIness:»:»;l

| << Select In]urwlllness Typexx ;l

Date of Visit To:

| m__J

-v Injury/Iliness Date To: I i

Matching Records: 1

—0ED-00004  0:

Search Clear

Mame

04 Wallenius, Laura N

Select Case

If the appropriate
caseisnot listed,
clickthe Clear
button and repeat
search with new
criteria.

6. Select the
appropriate case
from the list and
click the Create
Visit button or
doubleclick the
employee.

Default Selected Location to: IGeneraI 'I

bold labels indicate required field - All date formats:{mfdfyyyy)

Microsoft Internet Explorer 7. A verification

message displays.
Click OK. A new
visit screen will
display.
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Creating a New Visit, cont’d.

It isbest if you fill out as many of the Visit sub-tabs as possible; however, you are only
required to fill out the Information sub-tab to open a new visit record. Once you click the
Save button on the Visit Information screen the additional visit sub-tabs will display.

For more information on the Visit tab and other Injury/llIness tabs, please see
COMPLETINGA CASEOR VISIT RECORD starting on page 31.

Job Placement

General

Case No.: 2003-265-00001 Injury Detail Date:09/22/2003
Employee: VanBenthuysen, Shelly A
. Site/Campus: Arizona - World wide Headquarter of
Eaem T?DEIOCC - First aid EX3/Tempe
List of Yisits:
= New Wisit = x|

8. Complete as » _
man erI dS as ¥isit Information: .

.y . Date of Visit In: [s/za/zo05  [EEle|  Time of visit In: [11 = ][4z -] 9. Click the Save
possible, making - —_— . iy
sureto fill in all Date of Visit Out: 9/23/2003 [FBs]  Time of visit outs [11 ][4z =] button. A

. . Disposition: . .
required fields. ——— Conflrmallpn

' message displays.
Revisit required? IEI Revisit Date:

Referred to an outside physician? IND 'l
Motes:{do not use names or medical information)

Recorded By YanBenthuysen, Shelly A
Last Madified By: YanBenthuysen, Shelly A

Detach I Transfer I Hew

ast Updated: NFfA
Delete I Prirt I

bold labels indicate required field - All date formats:{mfdfyyy¥y)

Notes
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Finding a Visit Record

On a busy day, you may have a steady stream of enmployees visiting a clinic and may not
have time to completely fill out a visit record until later in the day or even later in the
week. In this system, that’s not a problem. Once you fill out and save the Information
sub-tab on the Visit tab, you can find the visit record in the system and complete or edit it
at any time. Simply open the I njury/IlIness drop-down menu. Click on Visit to open its

drop-down menu. Then click the Find option and the Find Visit tab will display.

The Find Visit tab assists you in searching the database, and is similar to the Find
Employee tab. It also provides several search criteria that you can use to locate the

record. In most cases, entering three characters in any search criteriatext field is enough.

1. Specify at least
one criterion.

2. Click the Search
button. A list of
matches displaysin
the ‘Matching
Records' field.

Find Wisit
Last Mame: |wa||eni| GovtID: I—
First Name: | Local Employee Code: I—
Wisit Mo, l—
Country: |United States of America |- |
Site: |Kennedy Space Center ;!
Carmpus: | <<Sselect Campus==> ||
General Location: | ‘%] Clear !
Directorate: | << 5elect Direc‘torate>>;§
Qroganization: | << Select Organization>= |- |
Body Part Group: | << 5elect BodyPart Group>>;i
Body Part: | << 5elect BodyPar‘t>>;§
Case Type: | <<Select Case Type== =1
Status: |<< Select Status >>;§
Injury/Iliness: | <= Select Injury or IIIness:»:»;i
lury/Tliness Type: | <= Select Injury/Iliness Type== ;j
Date of Misit EF v Date of Wisit To: l—
Injury/Iliness Date Fram: Injury/Iliness Date To: I—
Search i Clear i

Matching Records

Laura N

04 Wallenius,

Default Selected Location to: IInfDrmation vi

bold labels indicate required field - All date formats:{mfdfyyyy)

Select Wisit i

If the appropriate visit
isnot listed, click the
Clear button and
repeat search with new
criteria.

3. Select the
appropriate visit from
thelist and click the
Select Visit button or
doubleclick the
record. The Visit tab
for the selected case
will display.

Notes
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Supervisor Incident Report (SIR)

The Supervisor Incident Report (SIR) allows supervisors to view all Injury/llIness cases
associated with their employees. The supervisor may also make changes to this screen,

which automatically updates in the original case once the SIR form is saved.

1. Select acaseto
view.

2. Make changes
if necessary.

The Add >>
button will move a
selected factor
from the Factors
Availablelist to
the Factors
Assigned list.

=IR Form

Supervisor Case List:

£, Laura. N

Investigation Details:

Accident Source: Solvents ;I
Accident Type: Carrying, holding or throwing object ;'
Employee Activity at Time of Injury:
Cleaning ﬂ
B
Incident Description:
Breathed chlorine furmes ﬂ
|
Investigation Results:
Cleaning supply improperly labeled. d
=
Mon Taken:
Suppies are being checked to see that they are clearly labeled, j
B

Contributing Faxstors:

Factars available: Factars Assigned:

Cause Code: UNSAFE CONDITION

Assault/attack/Fight
Attitude/willful Recklessness
Backing-operator errar
Cause Code: UNSAFE ACT
Cause Code! UNSAFE CONDITIO
Clearance-operator error
Collapse of Work Platform
Decavyed, Worn, Frayved, Etco,
Failure to Secure

Failure to shut Off

Failure to Test/Conf/Inspect
Failure to Use Lockout/Tagout ﬂ

Add == |
<= Remove |

Save |

3. Click the Save
button. Any data
changed or added
on this screen will
automatically
transfer to the case
record.

Notes
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Running Injury/lliness Reports

Once injury or illness case data has been entered into the system, it can be used to create
various reports. The process for running reports is essentially the same for all reports.
First select the report you want to run from the Injury/llIness main menu. A Find Report

tab will display. Fill in all the information you want to use as your report criteria and
click the Run Report button.

Contractar

All reports display in a separate viewer window. If thisis the first time you have used the
report function on this computer, a pop- up window, shown below, will display offering to
install Crystal Smart Viewer to the computer. Once the viewer has been installed the
report displays.

Security Warning . il

[0 you want to install and run "Crystal Smart Yiewer for
Active'" signed on 7A/2002 5:15 Ak and diztnbuted by

Crostal Decisions, Inc

Do Not check

Fublisher authenticity verified by YerSign Commercial this check box.

Software Publizhers CA

Cautior: Crystal Decizions, lnc azzerts that this content is
zafe. You should only install/view this content if wou st
Cryztal Decisions, [nc bo make that azzertion.

T

Click the Yes

button to install [ &lways trust content from Crypstal Decisions, Ing
the report

viewer. ez | Mo I tore [nfo
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Running Injury/lliness Reports, cont’d

All reports display in the Crystal Smart Viewer, the icons available for your use while
viewing a report display below. Always remember to use the icons within the viewer
window to manipulate your report and not the ones on the browser toolbar.

| con Function
Close the current window
X
Print your report
&

Export your report into various formats, including
% Word or Excel

Modify your report viewing size

Go to thefirst page of the report

4

v Go to the previous page

, Go to the next page

R Go to the last page of the report

" Search the report for specific data or phrases

Notes
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Injury/lliness Reports

On the following pages you will find explanations and examples of the various reports
available in the Injury/lliness module.

Daily Log
This report gives a summary of each Injury or 1llness case record that meets a set of given
search criteria.

1. Complete as Date of ¥isit From: |s/15/2003 v| joo =] oo -]
many fieldsas Date of Visit To: [s71a2003 [ [23 =] [59 =]
poss!ble, Case Type: IOc:c - First aid ;I
making sure to Count |United States of America x|
. ountry: nite ates of America = .
fill inall ! i = 2. Click the Run
. . Site: Arizona - World Wide Headquarter of EX3 -
required fields. _ . : Report button.
Office of Wisit: | <=<Select Nurses Office>> = |
Occ/Mon-Ccc Indicator: I{.C\II} "I
Run Report Clear
bold labels indicate required field - all date formats:{mfdfyyyy)
3. Thisreport
|= @@ = |9 o] 1o FH o= dlsplay3|p -
Pindsn separate viewing
window.
INJURY [ILLNESS DAILY LOG REPORT
Eagurl Paransinr;
Tilcesl Wi | Case Tipe Fibims il
Mhat' M B n] Dl Rgemr = DL T WP CNIN
Cmmlry 1 Usibard Siatam of Arwries He Jehwmori Spaca Cardar
Wi b ¥ G s T Mbins- 2w - P s
gy’ ma | ushaheh, Banih Kearded By [ FEF R —
Tt Type § W ST BagmrnTiie e iy
R, i i T Cri ERTIF foufic e
TH it 1 Fparterd &P e
ARHA Induaie  © e
Fungni Harmn 1 khbbE
Wk Cadn £ [ e Mg Oy
B o Wi In = M DT Baw ol e Tk
Wil gl " Ha Herid Qair
DTice of Wi 3 Tobtaga i [N M——
b ey ey P O RLDCE LA TEEAL
LI LY Ll U |
Carm b, 1 Cacm Tppm Hama ey = A, S - Dy ey
Canpbaras’s base 1 vl Ppsor Fravaaded by B R S B
Tl T | ACCERITALRCAICHE [AEp—— -y
(ST 1 ergon Tpwe Caras T Bl i mr .
TH Iediaprar 1 T parrwaal e ]
b Tl o
Pawrst Harmem o wduy
Wy Cada § EREI1BTHED [ =F Bk
B ok Vi T = MOAGHE B o Wl Dk
A Rl L] Beriie Dws
Wi of was & P i [E——
Brimary Body Part o Had b
e i o e SO 4 :
——— E.:E:E‘.‘nﬁ —
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OSHA 300

This report replaced the OSHA 200 asa Log of Work Related Injury and IlInesses. It
records all OSHA recordable incidents. It allows users to categorize incidents by year,
country and site.

Find Report
1. Complete all [z005
- Report Year: 2003 .

of the data entry \ i : |- 2. Click the Run
fields. Country: |Un|ted States of Amenca;l Report button.

Site: |.|'-\rizona - Wworld Wide Headquarter of EX3 ;I

Run Report Clear I
bold labels indicate required field - all date formats:{mfdfyyyy)

i 3. Thisreport
% &Igpf. ] Lot FoEom | Efyial dISplayS|n
' separate viewing
window.

T e ————————— &5
e v a1 e I <
gy e 3G

s sarnalen o vy s
L wl b L e e
e Nt

1= Ay Fonm 00
Ly ol Mg Rdadad Ingsis o [Tnassos

Ty T ]
B COFRORa TIOR
-

Notes
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OSHA 301

This report creates an individual OSHA 301 report for a specified injury or illness

incident.

1. Complete as
many fields as
possible,
making sure to
fill inall
required fields.

Find Report
Last Mame: [rallenius
Case Code: |

Injury Date From: [6/15/2003 [T

Country: | <« Select Country == ;l

Site: I << Select Site > > 'I

|She|l\,r YanBenthuysen

Prep By Name:

Prep By Phone: |281—333—4444

First Marne: ILaura

Government IC: I
Injury Date To: [3/14/z005 5=

Prep By Title:

Prep By Date:

bold labels indicate required field - All date formats:{mfdfyyyy)

2. Click the Run
Report button.

|Supervisor

|3/14/2003

Run Report

N I

Fromem

o[ 13 M oe

A

3. Thisreport

displaysin
separate viewing

CEHA's Farm 304 bttt by 4 window.
Injury and llinresses Incident Report ‘3':"..":!:?:".1;““"
Femwber shef S ceglrg e ety mlee B wnr
1 Ml sl Purk W iy DRI il el i g e e W s
LA P, T
1 i IR M 5 -
E - — L . Y- - - (=T P e s
i
§ Do ot JASNTRT pe— P—
R Commie s g Bk, e e ey
o RO ol AT U el R oy e R PR e
0 Haa ot eyt b
2 maas
Fedrrmreiive vived (i ghprisfes = wibe Feefi | D el ke Il b P i b
Red paeminsiassm B Lk D e L
Tedrr b e e A
[ ——
s
T Fmrmres ey e R
Palmy
[
. PR
P E——— -
gty Sl Vet =X et e
LS
i ARG
S ——
P MLMRINL on, MESHD [=3"%
L |-
MG S R, S W S e b ] e r
e —8
n"-brlln'\. e e - L - r| ey ariinrte © @i vy ol e b lri'\. d rogirt sl mesirs e rerirn Tk s s e e
s - ity =
"-l--r'-!-.-' LT "'H'|| I\---ndh ] o e I|
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OSHA 200

This report was replaced by the OSHA 300 report. It was the Log of Work-Related
Injuries and IlInesses that occurred prior to 2001. Any OSHA recordable incidents from
2001 and earlier will display on this report.

1. Complete as [e/i5/2003 [s/1arzo0s |

Inj Date F 8 8/15/2003 - 1 |9/14/2003 b .
many fields as I £l To: 19724/ Pz 2. Click the Run
possible, maklng Country: IUnlted States of America = | Report button.
sureto fill in all Site: |Arizona - world wide Headgquarter of E><3;|
requi red fields. 7 strikeout De-escalated records

Run Report Clear
bold labels indicate required field - all date formats:{mfdfyyyy)
:_;-Q-E- . ------- T --!._-.--1-_ 1] Fowoa || s ""I:'r;"J'h.". 3. ThIS repOFt

figi] displaysin
Ny . / separate viewing

L ol Sonamm

Mrpariena lparion i H
e window.
WETTE- T form i Ty Phokibie Lt 9 B sl et . O RADLL DA B B wet, shapibtd T pi el bl et Company defirann 030 BE
R b e 1 i s 5 T e ke wnry whanad | 157 B
Hasr 1l th Y iy H T ALREE
e i H TP A I
[T e TR F—— [r—— [P e p— T p—
Can o= ks [T ;.__:_...... premri {Finaz Bedy Saru [ by ik
el e R 5:..3_‘.':..'::: by i Tud | st b Tomss Taem P | Pl

(Wied | ik ot
mam o | Wi
o=y

T T ¥ T T ¥ T |

hwmmosest  [RME B, s 1 (M AL g |

pramasn e ddld, D H -W&MTIII!R“: 1 1 CIRREH

i e FC R iy B

- —m———— m s
Y —— oo §
o T — G Vi
[ S E—— " i
Meemibne g o i i oo B
oy el ford b o 1 N i
[T

O maasirn ol shin e s w s we ey BiTe
Dt e o ek g Lo
gy g ol b e e n5a s >
P |1y rirmen difesis of nsk maberish]) Qi
it s e il By B
[T R R - L]
0l i mr il e s Ty
TpHisien sninkr 0 il 1)
i i b 0 el v b s Wl
ol [

==y B PART ADAITINT T o e oA

b £ 7 e i
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OSHA 300A

This report creates a summary of all OSHA 300 incidents for a specific year, country and
site. This summary report does not include persona data asit isintended to be posted for

public view.
Find Report
L Compl ete all of | Report Year: I2I3E|3
the data entry
fields Country: IUnited States of ﬁmerica;l
) Site: |Ames Research Center ;l
Prep By Name: ISheIIy WanBenthuysen 2. Click the Run
Prep By Title: ISupervisor Report button.
Prep By Phone: |281—333—1111|
Prep By Date: |9,f14,f2003 =
Run Report
bold labels indicate required field - All date formats:{mSdfyyyy)
3. Thisreport
~EE T = = dlsplaysw_\ _
P separate viewing
window.
QSHA Fan J004
Summary of Work-Related Injuries and Illnesses [ty b
S ‘::::::":-" IR bETEr 18k S ark
_______________ e MEge bl
oy o 00
© 2004 by EX3® Confidential and Proprietary 72




Work Loss Report

This report lists al incidents that resulted in any lost or restricted workdays.

1. Complete as
many fields as
possible, making
sureto fill in all
required fields.

Find Report

Injury Date From:

Injury Date T|:|:|9f’14£'2l303 [

[er15/z003 v|
I

Last Mare: First Mare: |
Case Code:! | Govt 1D I
Country: |Llnited States of America = |
Site: |Ames Research Center ;I
Case Type: |Non Ccc - Medical Leave Only ;l
Injury/Iliness: |IIIness ;I
Injury/Tliness Type: |ALLERGY ;I 2 Click the Run
Oco/Mon-Occ Indicator: | &ll - / R.eport button
Show Restrictionf/Leaves: IAII 'I '
Job Placement Type: |N0 Work Available ;I
Restriction Status: all - Leave Type:
Run Report
bold labels indicate required field - All date formats:{mfdfyyyy)
3. Thisreport
[ @a&fm S|4« T vk a [ /rfr displaysin
i separate viewing
window.
INJURY [ILLNESS WORK LOSS REPORT
Eupiort Pargmators:
Ay Bk M+ L Homs
by e Flon Wi
i Cade [
Lomary [ Fe— -
Er B Pl Typa
Meparirary Lasws Pppm
Tawn Type Dl (b s
i ety Baine il e Tops
L ok e T
ain e & [T e
Curm Typn Basirsied Bags = P v
Vae Mhaaa o A SN —
e D 1 Wirh e
T augary Tam 1uk [T H o Dagr [P e
[ WETIEFNL PN TR Bagmn B e Sl
Ay
Confidential and Proprietar
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Investigation Report

This report shows the investigation information for all cases that meet the specified
search criteria.

Find Report

1. Complete as Injury Date From: [er15/2003 | [ Injury Date To: [3/14/2005 | [0
many fields as —_| Case Code: I—

possible, making Last Name: [vane

suretofill in all First Mame: B

requi red fields. Departrent Marme: I—

Case Type: |Occ: - First aid ;I
Country: IUnited States of America =
Site: |Ames Research Center ;l
Investigation Status: |Closed ;I i
Ceg/Mon-Oce Indicator: | &ll - / 2. Click the Run
Corrective Action Status: |Open | Report button.
Mgrnt Control Status: |Open ;l
Fun Report Clear I

bold labels indicate required field - All date formats:(mfdfyyyy)

I = @& 0 1 e PoMoe

Franoam.

3. Thisreport
displaysin
separate viewing

INFURY /ILLNESS INVESTIGATION REPORT

EBxpart Pormmeters;

[ . [ o] .
Rk Famr il n-.lur': Er | W| ndOVV_
Inies e fems = RISy Vuep Bs e 7 AT

i 2 Uread Sraan ok ey T |

- [ [

[— o el [T

Do e e B =l

[ & EXEETHE e Typa Rama ¢ BEGOE - S8 R

Mnplp A - St B [ « RS

T Tl s ] 51 Tiypa Hima

Erpare arly T .5

T el i WO T Prhacp o

ey = Uriopd Stban of e U * Johroor Spse iy
gl Bortmmend, & Hyrk e o

Sncrminsinn beses
i il e - Evwi Lawar i
Airbit Tass p [rmea— '
Covnant Tpaa [ rpe— '
Eessabariss Tan Trvarigains Guskry 1
e

e Taban

- T '
gt of Cirnl & Ryt ol Camiad B s

Probebebey of @y w11 wreaas

Pt i i b e

Lo s o AN Lt Vs Mawe b - R B mcont - D deary

[ — o Erywck, Bobs [P P o AR

I iiBaary & iy DYV Typy Hame ¢ HERHIL FUsUTReL

[ri— arka . LHo

AR 2 o i Frivey Bl

[ & Uriked Srabaa of dvidcn - & kehrason Spacs Sander

e e & Hurt el g Lo & b bl

. R TR o Pt Erabe
P e BT A
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Case Visit Details Report

This report creates a detailed summary of an individual case record.

1. Complete as
many fields as
possible, making
sureto fill in all
required fields.

Find Report

2. Theuse of at
|east one of the
following fieldsis
required: Last
Name, First
Name, Case Code
or Govt ID.

3. Click the Run
Report Button.

~~| Injury Date Fram: [a/15/z003 v| Injury Date To: [9/14/2003 | [
<W [1234 W
ame: |Uanb W
Case Type: I all ;I
Country: IUnited States of America = |
Site: Inmes Research Center ;I
Office of Wisit: | all |
Oeoc/Mon-Coc Indicator: IAII 'I
Run Report 'I'/ClerT
bold labels indicate required field - All date formats: {mfdfyyyy)
[ % @afms = | 0oaf ) ) “ertaas
Fescin |
M
CASE VISIT DETAILS REPORT
Duprert Farsmatiary
Lavi Mams Cabawbanur Forws lamn ool
[ e 1 |
Divirhe el o < ek - 1 Ak - P PR L g ARG
e of Vida L Caiw Taps oM
[ mzatmm [ R Tor e
[ u
it el
s el 1 G | Cpcii g by ot e Sl
Cad Typs 1 e -Faoas P 1 ey
Dain ol Injury 1 MEREED Gy Bienn Typn s PARSZFSH
xin Care Clusesd i oy Clmved Led 1 G
Praoe 1 Tl Frmnn 1
s Privey bad i g bag Presy Isd L P00
Fan Fue s v FERENG hid Batwsinn e
[ ——r—) 1o [y r—— ] . rm
FREIT Balsiad 1 e H Rabarmd -]
(Fearmighs Homeedl 1 hG Enargmecy $pem fars o Fi0
D ase Tnsisaver [ Duie wf Bmask .
= .- - + Brns . ekl S e o 01
(L) 1 A L
. i Dailing .
ek Tike i [r— 3 s
[rE——— i [—
Faplarpem Bhili ' Srpurriime .
Niplrprn Type 1 Hin i e . Ml
e 1 (=]
oy ' g Hym
Pl 1 rwbnshagaliy e on Blark Dirme A
Pt Searpmims 1 O B iy moting
sy
Aoy P Formremry Thinas .
o—— P T '
Pty Bl
[ I—
[ ——— Sl Prd
[ -, Fnptad b haed
Uit shn e ol
Srbhetamrrn M b ot abassbym rhesed -
St Hew Tppn | Bepse: Phkorararabei o Seoey [
Tewsar Tags [ E b
[ T i P I Iproigites by -
Inrrdigainn Fradie |
Forvmm Daiun l
Cowvwitive diion | i (]
[ iy o il S
bbb p o Byopnpaeres |
Ly W e o

4. Thisreport
displaysin
separate viewing
window.
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Transition Report

This report shows all changes that have been made to case records during a specified

period of time at a certain site. The Start Date and End Dates cannot be more than one
week apart.

1. Complete all of
the data entry

fields.

Find Report

2. Click the Run
Report button.

Start Date: [3/772a003 v| End Date: [3/14/2003 v|
Country: |United States of America = |
Site: Inmes Research Center ;I
Run Report Clear I
bold labels indicate required field - all date formats:{mfdfyyyy)
& g[n:l]t E‘ TRRE 4 | 1 o1 FoFE a "":"r_\-'éta
Drwe-l
INJURY fILLNESS RECORD TRANSITION REPORT /
Bipear Param o
Diaks o Imjory Start 1 NIy Dl of Dnjary Ead 3 32RCIED
Coumbry) State 1 Urdad Staec of feranin ETT 3 bohwmn Gpame Comer

Cann Code 1 20002000 (0 Emplopes Hame 1 Smith, Bl Gl I ¢ *4EFR450

Wil Cade  Tramsiien Type LR T R Walue
B Ruotida Fousd
AMGBAGAN T s - M Haww Truntrrard Shurd Data: (52003
Exal Cule: b
Trahtee it Aaplation Hexdle
Hlotes:
2N 10000
P i T R B e L i e v B TR A R BT e SRR S
Wi Cads Tramsiion Tyes Ol Tahey by Walary
o Aecomis Frusd
THE-ZL-IANL T sl - Mo Hew Tiealiren Soa Cale: 090 72003
Erd ite: [R72000
Tratrent: fapimhon Hesdk
[drntes
D IZ5ETR DL 224 ST I 224557
T s en s e T s i e e 6 Do TS
Eord Cowte: DRA 00003
Tratment: Conpesr Hoi
Heien
Dloaach, Fard ahd oy 0 ppne
= Sl L AT
Fompyrend de £ TRl

3. Thisreport
displaysin
separate viewing
window.

Notes
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Paretos Report

This report is abar chart that displays the most frequently occurring or largest item at the
left of the chart, with smaller or less frequent items displaying in descending order to the
right. This visual representation allows the user to see problem areas quickly.

Y ou can build a pareto report from just about any of the drop-down lists within the

application. This allows you to create reports that can answer specific questions such as
“What types of accidents are happening to people in the ABC organization?’ or “What is
the primary source of all accidents at ABC site?’” Also, the multi-select lists (for example,
Case Type, Site and Pareto By) allow you to choose one, severd, or al the valuesin the
drop-down list. Use the standard CTRL + Click or Shift + Click combinations to select a
collection or alist of values within alist box.

1. Complete as
many fields as
possible, making
sureto fill inall
required fields.

~

Find Report

Pareto Type: |F\ccident Source |
Beginning Period:lSeptember;I |2DU2;|
Ending Period: |September;| |20I33;|
Headcount Type:

Adrmin

Staff
Case Type:

Mon ©cc - Medical Leave Only

MNon Qcc - Personal Medical Condition

MNon-0co - Short Yisit

Mon-Oce Contractor LI

Site:

Ames Research Center

Arizona - World Wide Headquarter of EX3

Dryden Flight Research Center

Glenn Flight Center LI

Indicator Type: IN::. of Case "I
Date Type: IDate of Injury -I

Pareto By:

Acids

Allzalies

Anirmal

Barrels/Drurms LI
Site Type:! |Onsite ;l

Run Report Clear I

bold labels indicate required field - all date formats:{mfdfyy¥yy)

2. Click the Run
Report button.
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Paretos Report Cont’d

3. Thisreport
|~ | displaysin
Indicator for Recordable Cases - No of Cases / separate viewing
it ra . .
: TR window.
Parata by Tnjury/ Tliness Typs
Tk Armona
Diate of Ijursy 01,701 2001 To 12751, 2005
Emploips Cateqory : &1l
Headcoiint Category | Siee
M
van [ oisrass-Gursdbass  [J] 04 fnsas-Gowis
o i
07 M- ks BRI Pogelp
| el | Spne -t

[ TS T R P | g;ﬁ:ﬂ;‘ LL

o of Cages

= 110 rese-Heat ™ 12niyry-Posable
ondi o Wrexe. ol d nesed

= 4 1iriurs-Pogside " 14 lineasFbohimun
by - o clerieschs fohrons
15 Aness-Bursis

= i ) [ 1 et Urapscial
43 S irma-Hury (DGHA, E

(] il & W 1Eindry-Eemson

W 13nwrs-Conouesion [ 20inkry-Diicaation

= S e Herrg Lo e
Eacuie|

Eifcinyt Ertprprim Ergimarieg. e,
Paratoby Injury  Tlmess Type
S ricona
Dt of Injury (81,00 /5081 To 123913800

Empleyas Catrgery @ Al
Hrearkoawnd [ abegory - St

4 ]

olee [ B 1§ 1§ 2 i

N R T A A § E

S S SO | 4 i
Tetsl For Conparry s | i » ™= 41 = 1 | - M e
Toid bor miwind B =i [} ™ = 1 m [+ [} L] =
| Bk = t M o : * i | t o w

L= = v e b UL
S
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I ndicator s Report

This report creates a bar graph plotting the information in sequential or aphabetic order.
This report is good at showing trends of an item over time. While a Pareto report is more

flexible in allowing you to select exact specifications for a chart, the indicators chart

produces many widely used reports, such as, “What is the case rate for occupational cases
in Arizonafor the first quarter of 20017’

The Find Report screen alows for choosing multiple items in certain drop-down lists.

Choosing multiple items produces a stacked bar chart, with different colors assigned to
each of the selected items.

1. Complete as
many fields as
possible, making
suretofill in all
required fields.

~

Find Report
Period Type: IMonthI\,r 'l
| Begining Period: |September;| |2E|I32;|
Ending Period: |September;| |2E|I33;|
Site: ~
arnes Research Center
Arizona - World Wide Headguarter of EX3
Dryden Flight Research Center
Glenn Flight Center LI
Injury/Iliness: all -

Injury /iness Type: I

Indicator Type: |Case;| |Numbers;|
Case Type: ~

Mon Qo - Medical Leave Only
Mon Oce - Personal Medical Condition
Mon-0ce - Short Wisit

Mon-Ccoc Contractor LI
Date Type: Im
Site Type: |Onsite ;I
Run Repaort Clear

2. Click the Run
Report button.

bold labels indicate reguired field - All date formats:{mfdfyyyy)
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Indicator’s Report, cont’d.

Indicator For Decupational Cases = Mo of Cases

Bt Laternrar Engarerm g Seae

Sk | Bemawnn
b ool Ty § 0L e Tooe Sl - Bl
Ernpleyua Category @ &l
Iy IsedE Labeqois | W0

o of Carsens
E

3. Thisreport
displaysin
separate viewing
window.

Indicator Fur_?r.nupﬂlnnll Caszes = No of Cases

a. Inc.

Satez 1 AHiZORD

abe of Ingury 3 2001-Jan To 20000 - Jal

Employee Category ; &
Enjury/ Hliness Cobegory 1 Al

et by T Tt

i 5 # ; P § i =
: E g g £ g £ <
z g 2 3 g g ! £
Tedd For Compare LE® per] =7 | el g 2
Todal For ealciad Silx LEa 2 kLY el m 1% i a
- E EEd e 7 k] m [Fe] " 0
el TLSINCSS STHETT VT [Ior T

Notes
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Fatality Details Analysis

This report produces a table listing the total number of fatality mishaps, fatality cases and

long term disabilities/hospitalizations recorded for a specific site during a given time

frame. You may indicate a specific employee type, which allows you to run reports for a
specific directorate/organization or by contractor/contract number.

fisizooa |-

1 Compl ete as Injury Date From: I3£’14KZDD4 VI Injury Date To:
many fieldsas — Country! |United States of America ;I
poss!ble, Site: |Kennedy Space Center ;I
making sure to —
. Employvee Type: ICwlI Zervants 'I
fillinall . - 5
. . Directorate: A =
reqUIred fields. Organization: all =]
Run Report

Clear

2. Click the Run
Report button.

bold labels indicate required field - All date formats:{mfdfyyyy)

;|x§ﬁm“1 o 1 FoEom ||

Pt

Fatality/ Injury Performance Analysis Details

Engnd Coleri

Doy | Uit Saban of Arsarics Draciorsts | A

S ety Spaos Cenbey Crpanestian © A
oy [t P 1 3141200 [y Cae Ta 1 AILAE0H

Evpdoves T | Cod sapamis

3. Thisreport
displaysin
separate viewing
window.

FATALITY FATALITY  LOMG TESH DISARILITY
BERTCTORATE - DRGANIZATEON [ HITHADE CREEY T O TALEA

[T e —

ERO (el - MASA Bl Balaion: arad s EC-AA, i
Cyrsbr

AE . RF . Ergosey S ]

[T r— Unbran

AA - - PO PR R

a2 - il il

Fetn Total | Eotinly Spice Cautis

el el a|le|=al =

ol g =| =] =

i
1

Fl
2

i e Tanal

Notes
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Fatality Summary Analysis

This report shows the total number of fatality mishaps, fatality cases and long term

disability cases by employee type for a given time period.

1. Complete as
many fields as
possible,
making sure to
fill in all

required fields.

Fatality analysis

= T

Start Date: [s/14/2004 'vl End Date: [4/13/2004 ;I

2. Click the Run

Fatality/ Injury Performance Analysis Sumemany

Ergad Coleni

Sanat Caare AR EradCabe 471372004
St | Kty Spads i Counry 1 Uindoed Stades of Aaeric
Evploges Typs 180

Country: |United States of P.rneriu:a;l Report button.

Site: |Kennedy Space Center ;l

Employvee Type: all -

Run Report Clear

bold labels indicate required field - All date formats:{mfdfyyyy)
= & afiom =] [ e A 1w L LR 3. Thisreport
Priiers . .

l displaysin

separate viewing
window.

Categmry Faiabiy Faiabiy Lamg-Tarem
redibaps Caisd sk el shoe
Eaunedy dpice Cavier
Tl Sareand ) L]
Gomruior 1 2
e ] L] o
S Tamsls Eanaady i e Cons 1 ] a
Grand Tedal 1 K 4

Notes
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Case Statistics

This report shows the count and rate for all of the injury/iliness case types for a given site
over a specified period of time. Y ou may indicate a specific employee type, which
allows you to run reports for a specific directorate/organization or by contractor/contract
number.

1. Complete as
many fields as
possible,
making sure to
fill inal
required fields.

Period Type:

Beginning Period:
Ending Period:
Site:

Site Type:
Employvee Type:

IMDnthI\,r 'I

|F\pri|

|| [zo03 -]

IF\priI

=l

|2004 -]

IKenned\,r Space Center

[ar ]

[al L

2. Click the Run
Report button.

3. Thisreport

Grouping: INASH Level -l
e dlsplaysw_\ _
Ssepar ate viewl ng
bold labels indicate required field - All date formats:{mfdfyyyy) window.
Case Statistics Report
Report Parameters:
DATE RANGE 2003-Apr To 2004-Apr PERIOD :  Menthly
SITE Kennedy Space Center CATEGORY : Al
SITE TYPE Al GROUPING = M&SA Level
Total Occ Cases Non-Occ First Aid Fatality Related Lost Time Lost Time Restricted Restricted Hours Head
Cases Cases Cases Cases Incidents Cases Cases Worked Count
Count  Rate|Count Rate|Count  Rate|Count Rate|Count  Rate [Count Rate |Count Rate |Days  Rate [Count Rate|Days  Rate
2003{04)-Apr ES 350135 23,501 0 sz 13470 T 403 1% SEEE ) § SIFI18F 13555 2aTETEN0 1 1658
2003{05)-May 24 1738} 24 17.3s§ 0 u.uoi H] 247 [ o.uoi 4 1ra 5 262 1223 165,09 3 4‘345 79 720 276205.00 1653
2003{06)-Jun : E 15.37§ £ 163700 0,001 13 ERCH n.nni E 163713 189133 7514 252} 13 P53 | 31761900 1 1906
2003{07)-Jul 2 154651 2 1s.ss§ 0 u.uoi E] EXE] [ 000} 22 15,65 14 285 1130 247 E] 243 99 7042 25116100 1906
2003{08)-Aug e 17.44§ 24 17.4410 0,001 2 ERCH 000} 24 17,0412 145 112 8723 TiEiE  14P5Z) aSzEO0 | 1906
2003(09) Sep 2 15001 2 15.00%0 00012 13600 0.00522 150013 204 150 40‘9011 o‘ssiso £135 1 29342200 © 1906
2003{10)-0ct Dot 14.55521 14551 0 n.nniz 1.3a§n 000} 21 14.5512 13911? 17812 139113 a.mi 288659.00 1850
2003{11)-Nov 14 1271114 12.71§ ] 0001 1 natin 0.005 14 127z 18213 1181 3 2‘72531 7356 | 22024300 © 1850
2003{12)-Dec [T s.sui 12 96010 U.Uuiz 1.5U§U 000} 12 9.50%3 zauis 6404 320167 ss.sui 25000000 1850
2004(01)-Jan 123l B 203104800 no0te eS80 o.uoi 5 21311400 000 0 0.00 0 000} 0 a0t 2200 122
2004(02)-Feb i 0003 n.nn§ 2 n.nni H n.nnin .00} 0 n.nn§1 0.00 iss 00010 n‘nnin n.nni 0.00 3
2004(03)-Mar 21 11333.025 1 7930107 3366011 1 566571 1 sss.s;i 7O3SEEOL3 LEI97Z ) LLBEIIARTTE 0 000} 12 6730671 35300 242
2004(04)-Apr e 0008 u.uu§ 5 U.Uui E] u.uuiz noni 4 U.UU%I 000 144 0001 u‘uuisu u.uui 000 0
GROUP TOTALS | 252 205 238 19,02} 14 112041 320813 024} 224 0,035 200 1963 149,99 135 28001000 797 250088500 | 1296
GRAND TOTALS | 25z nasiEE LM 1.125 4 3.2313 0241 224 23.50%35 280 11353 14899 1 35 240! 1000 79.975 2500335.00 1236

Notes
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Contractor Statistics

This report shows the count and rate for all of the injury/illness case types for contractors

at agiven site over a specified period of time. Y ou may indicate a specific

directorate/organization, contractor/contract number and site type. This allows you to run
reports specific to one contractor or directorate.

1. Complete as

many fields as Beginning Period: |Ju|\,r ;l |2003 ;I
: | Ending Period: ul | [z004 =
possible, ’ ! - L _I 2. Click the Run
maki ng sure to Country: |Un|ted States of America = | '
L . . Report button.
fill in all e il u
requiredfields Directorate: I all -I
Qrganization: I All vI
Contractor: I all 'I
Contract: I all 'I -
Site Type: all - g) TT|S report
Run Report Clear | 1Splays II'.] .
separate viewing
bold labels indicate required field - &ll date formats:{mfdfyyyy) / window.
Injury Illness Contractor Statistics Report
Report Parameters:
Country z United States of &merica Site : Carlene's Site
Directorate Al Organization  : All
Contractor Al Contract s al
Start Date  :07/01/2003 End Date : 07/31/2004
Site Type Al
Total Do Cases Non-Dod First Aid Fatalty Related Lost Time Lost Time | Restriched Reestriched Hours Avg
Cages Cases Cages Cages Incidents Cages Cages Worked Employees
[Count Rate |Count Rate |Count Rate Count Rate (Count Rate|Count RateCount Rate|Days  Rate|Count  RatelDays  Ratel

Responsible Org :

ORG. GROUP TOTALS

|GRAND TOTALS

At = (e cout T 300001 Howes Worked

Fage 1oty

BUSTNESS SENSITIVE
Povered by EXTY Fechaatages

epart Frinkea Cn 07112004
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Exploring the Action Request Module

Creating a General Action Request
Assigning Employees to an AR
Managing Action Requests
Creating Distribution Lists
Running Action Request Reports

The Action Request Management Module erebles you to assign, track, and report on
tasks throughout your organization. Y ou can assign general tasks, such as requesting that
new safety procedures be posted at workstations. Y ou can also assign tasks that are
related to a specific injury/illness or safety incident, such as requesting an update on an
investigation. Using automated eMail, you can send notification of hazards, unsafe
conditions, and regulatory requirements. This feature will help you improve the
effectiveness of your communications, increase accountability and task follow-through.

The following options display in the Action Request Menu:

#® Action Hequest
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Creating a General Action Request

To create a new Action Request (AR), you first go to the main menu and select the

Action Request menu. From the Action Request drop-down menu, select the Create
feature. The Create Action Request tab displays.

This screen alows you to assign an action request to one or more recipients. The

recipients receive an eMail notifying them of your action request. Y ou may also attach
any documents that might be necessary or helpful to complete the task.

1. Complete al
required fields
shown in blue.

2. Attach any
documents that may
berelevant to the
AR. They will be
sent along with the
eMail notification

AR Details:

AR Type: |Genera| Issues ;I

Country: IUnited States of America |- |

Site: |Kennedy Space Center ;!

Directorate: |.C\E ;i

Responsible Drg:l.ﬁ.E - Executive Staff ;!

Is this AR private {Between Sender and Recipient Only)? Mo |-
Does this AR contain Private Medical Information? Mo |-

Sch.Comp.Date: |4f29£2004 [~

AR Assigned To: [FERTFrETT
(valid emails only) [yy5|jenius, Laora N

&dd From List

Add Employes
Celete All

Cixlete Emplavees

AR Title: INew safety procedures

Action To Take: [pjoace review updates to safety procedurss and implement in your ;I
departrents.

Ex3® EHS Data Management Systern - Generic AR MNo: { assigned after AR is created )
An AR has been assigned to you in the Ex3® EHS Data Management Systemn ;l

|

eMail Subject:
eMail Text:

ANy officer or employee of an agency, who by virtue of his employvment ar official position, has
pogsession of, or access to, agency records which contain individually identifiable information the
dis§osure of which is prohibited by this section or rules or regulations established thereunder, and
lsnoing that disclosure of the specific material is so prohibited, willfully discloses the material in apfy
manngr to any person or agency not entitled to receive it, shall be guilty of a misdemeanor and ffied not
more Yhan $5,000.

Cancel ! Motify Only i Create AR 1
\ Add attachments
File Mame: | Browsze... i attach ;
Attached Files: |test1.doc ;I Delete Attachrnent 1

bold labels indicate required field - all date formats:{mfdfy¥yyyy)

See ASSIGNING
EMPLOYEESTO AN
AR starting on page
88 for information
on using these
buttons.

The Notify Only
button allows you to
send the AR
information without
creating an actual
AR that istracked
by the system.

3. Click the Create
AR button to create

and send the AR.

Microsoft Internet Explorer il

Primary AR G-2003-225-002 created sucessfully,
AR, owners have been notified by eMail, /

2N

4, A pop-up box verifies
that your AR was
created. Click OK.
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Creating an Incident Specific Action Request

Action requests that are directly related to an injury/illness or a safety incident are created

within those modules. To create a new AR simply open the incident and click on the

Action Request tab. An AR screen similar to the one below will display. Click New AR.
A Create AR screen will display. Follow the steps on the previous page to complete the

Create AR screen.
Action Reguest | Aitachments Jok Placement
Case No.: Z003-Z65-00003 Injury Detail Date:09/22/2003
Employee: YanBenthuysen, Shelly &
,Occ - O5HA Record - SitefCampus: Arizona - World Wide Headquarter of
Case Tvpe'other Ex3/Tempe
Oncean AR is
List Of ARs:
. created for an
........................ alleniu Laura | nC| dent |t W| I |
display inthe
List of ARs
. field.
AR Details:
AR Mumber: I-2003-270-001-P AR Status: IIn Progress vl
AR Assigned To: wallenius, Laura
AR Assigned By: VanBenthuysen, Shelly A
Parent Case #: 2003-265-0000:3
AR Type: |Supervisor Motification of Injury / Illness ;I
Country: |United States of nmerica;l
Site: |nrizona - world Wide Headquarter of EXS;I
To create anew Directorate: [ = |
AR for this Organization: |P.P. - Center Directar ;l
case, click the Sch. Comp. Date: IlUHll.f’ZDDS Vl Actual. Comp. Date: I v
New AR Is this AR private {Between Sender and Recipient Only}? Mo =
button. The oes this AR contain Private Medical Information? Mo =
screen will |S|ippery Stairs
black out and Please inspect stairs for loose non-skid tiles. Replace all warn or loose tiles, ﬂ
the Create AR =
screen will Action Taken: ﬂ
display. E
New AR Dristribute Save
Delete AR Send Cwerdue Msg Re Assign
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Assigning Employees to an AR

The“AR Assigned To” field on the Create AR screen can be filled with one or more
employees. Use the buttons to the right of thisfield to add or delete as many employees

as necessary.

AR Assigned To: R TR
(valid emails only)

Add From List

Delete all

Add Employee

Delete Emplovee

Add from List Button
Use this button to assign a set list of employees. The screen below displaysin a separate
pop-up box when you click the Add from List button. If you can’t find an appropriate
list, you may create one using the Distribution List function within the Action Request

module.

For more information on creating distribution lists see CREATINGDISTRIBUTION LISTS
beginning page 95.

1. Select the
distribution type
and list using the
drop-down boxes.

Find eMail Distribution List

2. Click the Add

Distribution List Type: IInjuryr Ilness ;I !‘IStb:jg]on to
import the
Cistribution List: |She|ly's Injury Iliness Notification List = | Members list to
the AR Assigned
Members: . . . . Tofield.
WanBenthuysen, Shelly & { Email: svanbenthuysen@yahoo.com
wallenius, Laura § Email: Inwally@yahoo.com )
Add List Cancel
Notes
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Assigning Employees to an AR, cont’d.

Add Employee Button
Use this button if you require only one employee or if you need to select employees that

are not part of adistribution list. The Find Employee screen displays in a separate pop- up
box when you click the Add Employee button.

1. Complete at
|east one search
criteriafield. Then
click the Search
button.

\ Last Mame: |admin Govt, ID: I
FIF el | Local Employee Code: I
Country: #ed_States of America = |

2. All employees
that match your
search display in
the Matching
Recordsfield.
Highlight the
correct employee
and click the Add
button.

Find Employee

Site: |Kennedy SDW =l

Directorate: | << Select Directorate== =
Crganization: | << Select Organization}};l
Matching Records: 5 Search | Clear |

Phore Murmbetr Site Qrganization

Admin, Kirkpatrick nia Eennedy Space
Admin, Lewandowski nfa Eermedy Space
Space
Space

nsa
UNENOWN - UNENOWH

Remove

Phone Number

Organization

AduinEXz, Test nfa KEennedy Space C nfa

Select Cancel

Notes

3. Click the Clear
button to clear the
search criteria
fields. Repeat
steps 1 and 2 until
all employees
needed have been
sel ected.

4. When the
Selected List field
contains all
needed employees
click the Select
button. Y our
selectionswill be
imported to the
AR Assigned to
field.
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Managing Action Requests

The Manage Action Request feature, allows you to view and update any Action Requests
that have been assigned to you or that you have assigned to others. Y ou can send notices

out when requests are overdue, distribute ARSs to others, and re-assign ARs that have

been assigned in error from this screen. This allows you to track and manage an AR from
start to finish.

Manage ARs

. : List of ARs: Search ARs :!. . :
Highlight an S U . e Filter the List of
. umber ch. Comp. Date us ssigned To .
ARonthelist tc ARsllist based
. . . I-Z003-Z73-001-P 1072052003 In Progress WanBenthuysen, Shelly A ;1
view its details I-2003-275-001-D L0/20,/2003 In Progress VanBenthuysen, %helly A on your needs.
G-2003-285-001-F 1a/27/2003 In Progress Administrator, System Ex3
beIOW G-Z003-2858-001-P la/z3 /2003 In Progress ~= 0123456789 ~-'01E34 56789~ Seepage 91 for
K-2003-285-002-P 10/25/2003 In Progress ~='0L23456788~— 0125456755~ information on
G 003-295-001-F 11/0&/2003 In Progress Wallenius, Laura
-00l-p 03 Progress WMallenius the Sear Ch ARS
AR Details: button.
Click the Parent AR Murmnber: 5-2003-295-001-P AR Status: [in Progress =]
Case#link to AR Assigned To: wiallenius, Laura
— ] Assigned By: Administrator, Systern Ex3
open the Parent Cass #T—— 2003-269-00001
incident record AR Type: [First alert =1
associated with Country: |United States of America = |
thisAR. Site: |Johnson Space Center =
Directorate: | << Select Direc‘torate}};!
Organization: | << Select Organization>>_v_]
Sch. Comp. Date: |11;"053"2E|03 VI Actual, Comnp. Date: | [~
Is this AR private {(Between Sender and Recipient Only)? Mo =
Does this AR contain Private Medical Information? Mo =
AR Title: I
Action To Take: _|
b Save any
changes made
.11 to this screen
hEtion Teey -] before exiting.
Distribute I Save /ZI
Celete AR I Zend Overdue Msg I Re Assign |
bold labels indicate required field - All date formats:{mfdfyyyy)
Confidential and Proprietar
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Managing Action Requests, cont’d.

Search AR Button

When you select M anage from the Action Request menu, the system will automatically
bring up all ARs assigned by you or to you. Y ou may modify thislist of ARs by clicking
the Search AR button. A search criteria screen like the one below will display in a
Separate window.

Search Criteria for ARs

1. Complete as T
AR Super Types: <=%elect AR Super Type== -
many of the —Jfatesh i I P P —l
criteriafields as AR Types: | ==Select AR Type== =1
you need. Country: | <<Select Country == =1
Site: | <<= Select Site x> ;l
Directorate: I =< 5Select Directorate = = ;l
Qrganization: | <<5Select Organization > = ;l
2. Select asort
order to arrange Sched, Comp Date: Fraom 13,-’31,-“2004 Ta 14.-’30,-“2004
the search results, AR Status: I Open ;l / 3. Click the Filter
asyou need them : — z AR button. The
) AR General Type: IF‘rlmaryr & Distributed ARs vI// List of ARs field
&R Dwnership Type: IM\; ARs { ARs Assigned To Me ) /;l will change bﬁsed
- onyour searc
Sort Order: |S|:heu:|. Comp. Date &scending ;l criteria.

Filter &R /l/ Cancel |

Notes
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Managing Action Requests, cont’d.

Distribute Button

In certain cases an Action Request might be assigned to one employee and then
distributed to others. For example a manager may receive notification of an unsafe
stairwell in his building. Since he does not actually perform maintenance, he would then
distribute this action request to one of his subordinates for completion.

Y ou may distribute an AR using the Manage ARs screen within the Action Request
module or from the Action Requed tab within an injury/iliness or safety incident.
Whichever method you select, the process for distributing an AR is the same. Click the
Distribute button at the bottom of the screen. A series of pop- up boxes display.

Microsoft Internet Explorer T =

1. Click OK if you
would like to use the
same“AR Title".

Do wou wank bo pass the ‘AR, Tikle' from the Primary AR ko recepient(s) 7

Cancel

Microsoft Internet Explorer # il

2. Click OK if you
would Ilke. to usethe Lo vwou wank to pass the "Action To Take' from the Primary AR to recepient(s) 7
same “Action To

Take" information.
Cancel

Microsoft Internet Explorer i 5[

3. Click OK if you

would like to use the Do you want ko pass the 'Scheduled Completion Date' Fram the Primary AR to recepient(s) ?
same “ Scheduled
Completion Date’. '3 Cancel |

The Create AR screen displays after the third pop-up box. Select the employeg(s) you
want to distribute the AR to and modify any fields to fit your needs. Click the Create AR
button. A verification pop-up displays. Click OK to return to the Manage AR screen.

Microsoft Internet Explorer e Y x|

Distribuked ARs For Primary AR I-2003-279-001 created sucesstully,
AR owners have been notified by efMail,
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Managing Action Requests, cont’d.

Re-Assign Button

In some cases action requests may have been assigned incorrectly. Re-assigning an AR is
simple. Locate the needed action request either through the Manage AR screen or from

within an incident. Click the Re-Assign button. A screen similar to the one below

displays in a separate window.

1. Complete at
|least one search

criteriafield.

Click the Search

button.

Find AR Owner

Last Mame: Iadmin Govt, ID: l—
] st Mame; I Local Employee Code: I—

Country: nited States of America = |

Site: IKennedWr ;l

Directorate: |.0.A \_~|\

Organization: |test1 \k

Matching Records: 5 Search Clear

2. If the employee
you need does not
display inthe
Matching Records
field, click the
Clear button.
Repeat step 1 with
new data.

3. Highlight the
employee you
want to make the
new owner of the
AR and click the
Sel ect button.

Adwmin, Lewandowski Kennedér Si:ace C
Adwmin, Thorn nsa Hermmedy Space C UNFNOWN - TINEIO1
Admin, Winn nfa Eennedy Space C UNFNOWN - TNENO
AdwinEX3, Test nfa Fennedy Space C nfa
Select | Cancel |
Microsoft Internet Explorer X|

@ D vou wish ko reassign Primary AR Mo:G-2003-225-001 to \Wallenius

Cancel

Microsoft Internet Explorer

N

Previous and Mew AR Owners has been notified.

Notes

Primary &R ho:E-2003-225-001 has been reassigned ko Wallenius, Laura, M

4. A verification
pop-up displays.
Click OK if you
want to reassign
thisAR.

5. A pop-up
displays stating
the AR has been
reassigned. Click
OK. You'll return
to the Manage AR
screen.

Confidential and Proprietary
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Managing Action Requests, cont’d.

Send Overdue M sg button

Once an AR has been assigned a scheduled completion date, you may remind AR owners

when an AR you assigned them is overdue. Simply locate the AR you need, either
through the Manage AR screen or from within an incident record. Click on the Send

Overdue M sg button at the bottom of the screen. If the Send Overdue M sg button is

grayed out, then the AR is not yet overdue.

Manage ARs

List of ARs: Search ARs I
1. Locate the AR Mumber Sch. Comp. Date Status AR &zsigned To 2. Click the
OverdueAR \ G-2003-259-001-F 02/30/2003 In Progress Administrator, System Ex3 %nd Overdue
G-Z003-268-001-F 10/0%9/2003 In Progress Callahan, Patrick
| |[G-2003-268-002-P lo/0% /2003 In Progress Administrator, System Ex3 M% button
G-2003-2658-002-Ir lo/0% /2003 In Progress Administrator, System Ex3
G— E8-00Z-1 10/0%9/2003 In Progress Smith, Bill
He 73-001-F ;1472003 In Progress VanBenthuysen, Shelly A
G-Z003-273-00E-P 10/14/2003 In Progress WMallenius, Laura
AR Details:
AR Mumber: G-2003-273-001-P AR Status: [1n Progress =]
AR Assigned Ta: VanBenthuysen, Shelly &
AR Assigned By: Administrator, Systermn Ex3
Parent Case #: n/a
AR Type: IGeneraI Issues ;I
Country: |Llnited States of America ;I
Site: IArizona - Wworld Wide Headgquarter of EHS;'
Directorate: | A ;l
Organization: IAA - Center Director ;I
Sch. Comp. Date: Im Actual, Comp. Date: I— -
Is this AR private {(Between Sender and Recipient Only)? m
Does this AR contain Private Medical Information? lﬁ
AR Title: INew Safety Procedure /
Action To Take: [plcace review updates to safety procedures. ﬂ
| -
fction Taken: ﬂ
| -
Distribute Save
Delete AR I Send Overdue Msg/ Re Assign
bold labels indicate required fisld - All date formats:{mfdfyyyy) 3.A Pop-up
displays asking
Microsoft Internet Explorer if you want to
send an overdue
message. Click
the OK button.
4.A pop-up
displays stating
the message
was sent. Click
the OK button.
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Creating Distribution Lists

The Distribution feature allows you to create distribution lists for use when sending out

Action Requests. Thisis a helpful feature if you send out eMails to a set group of people
when incidents occur. These lists can be made public, so other system users can use them
or private depending on your public use selections.

1. Highlight
<AddgN g Search Distribution Lists By:
i GN Distribution List Type: IGeneraI ;I
List>or click Distribution Lists:
the Newbutton. < Add New List =
My General List {(Owner:Das, Anirban) - *Public Edit On
Shelly's General List (Owner:Administrator, System Ex3)
This is a test (Owner:Administrator, System Ex3)
This is a test for the emergency broadcast system. (Owner;Dawson, Carlene Jane) - *Public Edit On
2. Complete all
of the - . :
. . . [ Distribution List Details:
Distribution s
. . Distribution List Type: |Genera| ;l
LIS[ Detalls Distributi List N ISh lly's G | List
. . istribution List Name: elly's General Lis
fields and click
Public Use Option: No = Public Edit Option: Mo =
Save.
Delete | Copy I Mew | Save
Distribution List Members:
i i VanBenthuysen, Shelly & {eMail:
3. ngh“ght \wiallenius, Laura, M {eMail:
your neWIy B N W v allenius, Laura, M (eMail: nia)
created
distribution list
and click the
Add button

Celete £dd

bold labels indicate required field - All date formats:{mfdfyyyy)

Find Employee

4. A find employee
screen displays. Locate
all of the employees
you need for your list.
Click the Select button
to import those names
into your distribution
list.

Last Mame:  [vanb Govt, ID [SSN):
First Name: Local Employes Code:
Country: United States of America v

Site: IArlzona - Waorld Wide Headquarter of E><3;|

Directorats: lm

Organization: | <<Select Organization=> =]

Matching Records: 1 rch Clear
hi: “hone Humbe: E

Organization

Selected List

Phune Nurnber

VanBenthuysen, Shelly & n/fa Arizona - World IX3 Corporate

Select Cancel
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Running Action Request Reports

Once action request data has been entered into the system, it can be used to create various
reports. The process for running reports is essentially the same for all reports. First select
the report you want to run from the Action Request main menu. A Find Report tab will
display. Fill in al the information you want to use as your report criteriaand click the
Run Report button.

® Feports

B Beview
uT r.E||::|=:.ir'IEI

All reports display in a separate viewer window. If thisis the first time you have used the
report function on this computer, see RUNNING INJURY/ILLNESS REPORTS beginning on
page 66 for more information.

Notes
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Action Request Reports

On the following pages you will find explanations and examples of the various reports
available in the Action Request module.

Action Request Review Report

The review report shows action requests broken down by owner for a specified period.
This report also shows whether the ARs are open or closed, whether they are overdue and

by how many days. You may sort ARs by super type, AR type, country, site and

organi zation.

1. Complete as
many search
criteriafields as
you heed.
Remember to
complete all
reguired fields
shown in bold
blue.

AR Review

Review Criteria
AR Super Types:

AR Types:
Country:
Site:
Cirectarate:
Organization:

Sched. Comp Date:

bold labels indicate required field - All date formats: {mfdfyyyy)

IGeneric
IGeneraI Issues ;I
|United States of America = |

=

IKennedy Space Center

| <=<Select Dirsctorate==> x|

&

I << Selact Organization>>;|

From [12/31/2003 [E+] To [02/27/2004 [

Run Report ;I Clear |

2. Click the Run
Report button.

< & & [an =] 4] i onow || M =
P
AR REVIEW REPORT
Dapart Parummbars:
Sxhed Comp Fyam ote Lz Sy, Camg 1 R
S ki Typet b Ramars Al Togis | S
[ bt Sy of Rervrws s T
Ay )
Birlmmis d
. el LT L= Famr Uil LT F 3
A D e an - Pl A1 Sk Lide
ALNINERS, Tl L ] 1 [ 14 V1500
Bkl = 1 L] 1 [ dvg 140
a1 il T Bl P i NI
T e 0 | AR

3. Thisreport
displays.
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Action Request Reports, cont’d.

Tracking Report

The Tracking report, also called the Status Report, gives AR details for al ARs that meet
your specified search criteria.

1. Complete as
many search
criteriafields as
you need.
Remember to
complete all
required fields
shown in bold
blue.

AR

Tracking
AR Date From: [tz/zi/zo05 [l AR Date To: [1/30/2004 [
AR Murnber: |
Country: |United States of America = |
Site: IJohnson Space Center ;I
Directorate: |.0..C\ ;I
Qrganization: |.0..C\—A - Deputy Director ;l
AR Super Type: IGeneric ;I
AR Type: General [ssues
AR Status: IOpen vl
AR General Type: |.0.II ;l / 2. Click the Run
AR Ownership Status: IMY ARs vl Report button
Run Report Clear |
bold labels indicate required field - All date formats:{mfdfyyyy)
TEAROT A% iR ==
Fimies |
AR STATUS REPORT 2l
Erpart Parsmefiers; 1
DATE BWME 1 Brseen Do Doas M ] B Do Y 3. This report
o AT 2 AL W D H
AT 3 AF By Gt Wl A el J dISp|ayS.
AEHEMEIS A thakan
CLIAGTFFCATERY | Bevatsienma - Pk ik M ssbpurtes o B amal vy malal - oty Cirnst s
bl Al T wlrdled g e | b= s P [T
B e jrp—r— 200 T Rabiad Es L1t At
=T 1] — Frimer TR [—— Rbra-Retiieh ek - s Dy
L el birei IymAd:
P P——
et 8 e [E—
Dnal ] A T T —
Hakaen Tk 1#
Ty oy — [ =11 - ——— aw e [ ——
it Wi
[Ty - [T~
Came Bdwurarss Eovmr Bol
Baa! 2 s rad
Do sl B P HE]
Babum Ty
v s [ep—r—

Notes
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Exploring the Safety Incident Module

Finding an Incident Record
Creating a New Incident
Completing an Incident Record
Running Safety Reports

The Safety Incident Module tracks data related to various safety incident types. Y ou can
use this module to associate safety incidents with people, work environments, equipment
and other investigation data to support your root cause analysis. The dynamic reporting
capabilities provide instantaneous graphics, reports, indicators, and paretos to support
your Safety Team's efforts for an “Injury-Free” workplace.

The Safety Incident Module helps you “close the door” on safety incidents before they
have a chance to become a runaway problem. It also gives you the ability, through
effective reporting and analysis, to support proactive responses to safety concerns.

The following options display on the Safety Incident menu:

Safety Incident

Firnd

aReports
Inci
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Finding an Incident Record

Once an incidert record has been created, you may locate it using the Find option on the

Safety Incident menu. Click Find on the Safety menu and a Find Incident screen

displays. When you have located the correct incident, you may open it by clicking the
Select button on the bottom of the screen.

1. Complete at
|east one search
criteriafield.

Click the Search
button. A list of
possible matches
will display in the
Matching Records
field.

Y ou may search
for legacy
incidents using the
Legacy IRIS
Number field.

Usethisfield to
select the tab you
wish the record
have open first.

Find Incident

Incident Number:
Country:
Site!
Campus:

eneral Location:
Dire ate:
Organizatio
Incident Category™
Incident Type:
Incident Sub Type:
Classification:
Investigator:

Reported Date From:

IUnited States of America v |
|Kennedy Space Center ;I
|KSC - Main =

|

I << Select Directorate >+ |

| <<Select Organization= > x|
Close Call |

Select Safety Type==
| <<Sewcident SubTypes=

| <«Select Inhstj;&ation Type=> »|
|
[01/30/2004 v|

e

=l
=l

pist=r ate From:
Legacy IRIS Mumber: I

of Nature-Wind, Rain,

3' Clear |

EI Clear |
Reported Date To: I Y
Incident Date To: I

Search | Clear |

v, Lightning, Earthoguake

Select |

2. If the appropriate
incident is not listed,
click the Clear
button. Repeat step
1 using new data.

Notes

3. Highlight the
appropriate incident
from the list and
click the Select
button. The selected

incident opens.
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Creating a New Incident Record

When a safety incident occurs, it isimportant to gather details about the incident as
quickly as possible, so you can figure out what happened and prevent it from escalating
or occurring again. To do this you must create a new safety incident record

The diagram below outlines how to create a new safety incident record.

1. Click Safety on
the main menu to
open the drop-
down menu.

Etein Broadccct Macsage

This BETA verion iv in affect for A0,
JEC, KBS, and MEFC, & wel == pilot
usars from cther cantera,

2. Click New
under the Safety
menu. The
General tab will

display.

Wslceme Syabem Sdministraber t ExFD ERS Dats Hanags ment System - RIS, ver. 1.3

Notes
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Creating a New Incident, cont’d.

This General screen records all of the basic incident information including a brief
description of the incident.

Incident Murmber: =< New =
1 Complete as Incident Category: |Close Call ;i An incident
many fidldsasyou | _ [reee T HEo 3 rumber il be
Pan' Fields shown Classification: Close Call ;i a$|gne_d when the
in bold blue are Status: Open El record is saved.
required. Feport Source: << Select Report Source=> =

Originator: ﬂ Clear i

Privacy: Mo v;

Incident Date:

Reported Date:

[s715/z004 | [EEI"| Time: [z0 [=1[00 =]
[¢71572004 | EEl"] Time:[z0=1[00 =]

Location:

Site Type: Cnsite ;}
Country: United States of America ;i

Site: kKennedy Space Center ;i
Campus: KSC - Main ;i

General Location:
Cirectorate:
Crganization:
Location:
Specific Location:
Contractor:
Contract:

Recorded By
Last Updated:

<=Select Directorate>>;i
<« Select Organization}>;i

Indoor v;

‘%] Clear 1

<=Select Contractors =
<= Select Contract}};j

Recorded by
Last Updated

Updated by: Updated by
One Liner: (Do Not Use Names) .
Testing one liner ;i 2. Click the Save

E button. The screen
Detailed Description: blinks out and
Testing detailed description ;i I'edlSp'ayS with

tabsvisible for
El other screens.
Save

bold labels indicate required field - all date farmats:(mfdfyyyy)

Notes
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Completing an Incident Record

Once you have located or created an incident record, the system displays the Safety
Incident tabs. The number and names of the tabs that you have access to depends on your
role in the system. All the tabs are outlined in this section.

The tabs are laid out in a way that allows easy navigation. To move from one tab to
another, you simply click the tab. Y ou may not need to fill out every available tab for
every incident. However, it is very important to capture as much information as you can
on al the tabs that do apply. Remember, these records are only as good as the data they
contain. So, a complete record produces better reports and accurate statistics.

Once atab is open, you may move from one field to another by pressing the Tabkey on
your keyboard or by clicking in each field with the mouse. All the required fields are
shown in bold blue. Remember to click the Save button, if it is available, before
switching to another tab or module to avoid losing data.

Notes
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General Tab

After the initial General screen is saved, several tabs display. The General tab is the same
asthe initial General screen displayed when you click New on the Safety Module menu,

except that it displays an incident number. Y ou may view, edit or print this screen.

You may print out
this screen using

the Print button.

Incident Type:

Incident Number:
Incident Category: Close Call

2004-106-00003

Acts of Nature

Incident Date:
Reported Date:

04/15/2004 v! Time: [20 =00 =]
[oa/15/2004 v! Time: [20 = [o0 =]

Incident Sub Type: Earthquake

Incident Date: 04/15/2004

Incident Category: |Close Call ;l

Incident Type: Acts of Nature ;l

Incident Sub Type: |Earthquake ;l

Classification: Close Call ;I

Status: Qpen ;I

Report Source: <<Select Report Source>>;|

Criginatar: Ej Clear I
Privacy: Mo ;l

Location:
Site Type: Onsite ;l
Country: United States of America ;I
Site: Kennedy Space Center 521
Campus: KSC - Main 5
General Location: .Q\:j Clear I
Directorate: 4E ;I
Qrganization: AE - Executive Staff =
Location: Indoor vl
Specific Location:
Contractor: <«Select Contractors > ;l
Contract: <<Select Contract:»:»;l
Recorded By: Wallenius, Laura N
\ Last Updated: Wallenius, Laura N
%ﬁiby: 0471572004
one er: (Do Mot Use Mames)
Testing onENbger ﬂ
=
Detailed Description:
Testing detailed description ﬂ
=
Print | Delete I Save |

bold labels indicate required field - All date formats:{mfdfyyy¥)

Remember to

click Save if you
make changes to

this screen.

Notes
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Associations Tab — Equipment Sub Tab

The Equipment sub-tab allows you to collect details about equipment that contributed to
the safety incident. Y ou specify the make and model of the equipment. Once saved, you
may view a piece of equipment’s details by highlighting it on the List of Equipment.

The Equipment sub-tab records all equipment involved in an incident, regardless of
damage. Equipment that has incurred damage is aso recorded on the Property tab.

For more information about property damage see the PROPERTY TAB beginning on page

111.
| associations [in
i IncidentNumber: 2003-234-00001
1. Click the New Incident Category: Close Call .
Button or h|gh||ght \ Incident Type: Electrical 3. Click Save. The
. ncident Sub Type: Contact with Electrical Current aSSOCIaIed
<New Equipment>. Innident Date:  D&/22/2003 X .
equipment will

display inthe List of
Equipment field.

Equipment ."'

List of Equipmext:

Classification

=HNew. Ecquipment =

2. Complete all of

the Equipment N Usethe Delete

Detailsfields. Equipwent Details:
. button to remove
Make: !G_lzmo .
Model: Gizrmo 2000 equ pment from the

Classification: Light )1\ List of EqUI pment.
e | Save Delete

bold labels indicate required field - All date formats:{mfdfyyyy)

Notes
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Associations Tab — Factors

The Factors sub-tab allows you to assign contributing factors for an incident. Possible
contributing factors have been predefined and display in the Contributing Factors
Available field. Since more than one factor may be involved in an incident, you may

assign multiple factors using the “ Contributing Factors Available” list.

Incident Number: 2003-234-00001

Incident Category: Close Call

Incident Type: Electrical
Incident Sub Type: Contact with Electrical Current
Incident Date: 08/22/2003

1. Highlight a
factor on the
Contributing
Factors Available
list and click the
Add button.

Factars . Witness |

Contributing Factors Available:

Electric Comp: Energized Machinery
Electric Cormmp: Fusefsubstationsbus Panel
Electric Comp: Power Linefelectrical wiring
i Env/mat Control: Confined Spaces

v/mat Control: General Air Contamination

“Machine welders

Machinety: tal Grinding/finishing
Machinery: Metad aping/formingfassembly
Machinery: MNon-met rinding/finishing
Machinery: Mon-metal Shasggforming/assembly

Manual Arc & Gas wider,cutter, ;I

add Remove

Contributing Factors Assigned:

bold labels indicate required field - all date formats:{m/dfyyyy)

2. If you assigned
afactor in error or
itisno longer
necessary, simply
highlight it on the
Contributing
Factors Assigned
list and click the
Remove button.

Notes

© 2004 by Bx3®

Confidential and Proprietary

106




Investigation Notes Tab

The Investigation Notes tab alows investigators to create alog of investigation notes.

Once a note has been added it may not be deleted. Notes may be edited after they have

been saved but only by the person who created the note.

Investigation Motes [UIRUEAINESS

Incident Number: 2003-296-00003

1. Click the
New button
or highlight
<New Note>.

Incident Category: Hazard

Incident Type: Leaks, =pills, releases or contaminations
Incident Sub Type: Chemical
Incident Date: 10/23/2003

List of Investigation Motes:

Investigation Motes - Modified by - Modified Date
Leports of slime on ... - Administrator, System Ex3 - l0/2372003
HNo owe has used the ... - Administrator, System Ex3 - lo/23/2003

Investigation Notes Details:
Notes:

slime on floor is from a chemical that is no longer used in this facility, ﬂ

=
=0 Save Save Final /(

bold labels indicate required field - All date formats:{m/dfyyyy)

2. Typeyour note
and click Save.

3. Use the Save
Final button when
an investigation
note is complete.
The note cannot
be edited once
Save Final is
used.

Notes
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Injury/lliness Tab

The Injury/IlIness tab alows you to associate injury/illness records with the safety

incident. For example, aleaking chemical container might result in an employee falling.

Using this tab you may attach that employee's injury record to the safety incident, in

order to create a more complete record.

General Associations igation Mates | Injury/Tliness

1. Click the Find
Casebutton. A
Find Case screen
displays.

Incident Number: 2004-194-00001
Incident Category: Close Call
Incident Type: Acts of Nature

ident Sub Type: Earthquake
Inci ate: 07/12/2004

Related Injury fIline
Case Mo, j

Z2004-152-00003

Case Type

Mame Installation
Shell

Johnson Space Cen 0Occ - Firstc Aid

0771172004 TVanBenthuysen,

Celete /r

Find Case

Injury fIliness Record Details:

Case No.: Z004-193-00003 Case Type: Oce - First aid
Injury fIliness: Injury InjuryfIllness Type: ABRASION
Last Mame: VanBenthuysen First Name: Shelly

Employee Statement:
1 fell from the back of a moving truck and sustained severe abrasions to my hands, arms and face.

Notes

Usethe Delete
button to remove
any unwanted
records.
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Injury/lliness Tab, cont’d.

Find Case button

When you click the Find Case button a Find Case screen displays. Use this screen to
locate the appropriate injury/illness record to attach to the incident. Once the record is
selected it will display in the Related Injury/lliness Record field.

Find

Last Marne:

First Mame:

Case MNo:

Country:

Site:

Campus:

General Location:
Directorate:
Organization:
Body Part Group:
Body Part:

Case Type:
Status:
Injury/Iliness:
Injury/Iliness Type:
Drate of Visit From:

£004-027-00001
2004-138-00002
2004-154-00001
2004-121-00001
2004-121-00002
2004-121-00004

*2004-037-00003

Injury/Ilness Date From: I v|

ng Records:

Search Case Criteria Screen

|vanbe Govt.ID: I
| Local Employee Code: I

IUnited States of America;l
I <<5Select Site= > =
| <<Select Carmpus=> x|
| 3' Clear I
| <<Select Directorate>> = |
| << 5Select Organization= > =
| <= Select BodyPart Group>>;|
I << 5Select BodyPart>>;|
| <<Select Case Typex= ;I
all hd
| <= Select Injury or IIIness>>;|
| << Select Injury/Tliness Typexx> ;I

B

Date of Visit To: I v|
Injury/Ilness Date To: I v|

Search | Clear | Cancel |

Iame

04/05/2004 VanBenthuysen, Occ - 0SHA Enee (L)

05/17/2004 VanBenthuysen, Shell Cape Occ - 0SHA Fingeris) (Gene
05/19/2004 VanBenthuysen, 3hell FEemne 0Occ - Fir nfa
0770972004 VanBenthuysen, 3hell ARC - Non-Occ - nia
0770972004 VanBenthuysen, ZShell ARC - Non Occ - nia

07/09/2004 VanBenthuysen, Shell Ellin 0Occ - 0SHA nfa
071172004 VanBenthuysen, Occ - Fir nfa
07/11 /2004 VanBentn 2T
04/05/2004 VanBenthuysen, Shell Kenne 0Occ - Fir Fingeri(s) left

Select |

bold labels indicate required field - All date formats:{mfdf¥yyy)

2. Complete at
lease one search
criteriafield and
click the Search
button.

3. Highlight the

appropriate
record and click
the Select

button.

Notes
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Investigators Tab

The Investigators tab allows you to record investigator information such as investigation

type and report type. Y ou may also assign a primary investigator as well aslist all other

investigators involved with the incident investigation.

Investigators

Incident Number: 2003-234-00001
Incident Category: Close Call

Incident Type: Electrical
Incident Sub Type: Contact with Electrical Current
1. Complete Incident Date: 08/22/2003

as many data
H Investigation Details:
<
entry fields as Government Investigation T\ype:l Government Investigation

you can. Contractor Investigation Type:
Report Type: INot Reportable ;I
Headquarters Motified: |N0 vl
Investigators:
Primary NASA Inwestigator: IUanBenthuysen, Shelly &

Other Investigators:

bold labels indicate required field - aAll date formats: (mfdfyyyy)

2. Click the
Save button.

Notes
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Property Tab

Often a safety incident will incur damage to property. The Property tab allows you to list
all property affected by the incident as well as any related costs.

1. Click the New
button or highlight
<New Property
Incident>.

2. Complete as
many data entry
fieldsasyou can
remember to
completeall
required fields
shown in bold
blue.

Property Yehicle

Incident Number: Z2003-234-00001
Incident Category: Close Call

Incident Type: Electrical
Incident Sub Type: Contact with Electrical Current
Incident Date: 08/22/2003

\ List of Property Affected:
Class - Description - ID Mumber - Darnage Cost

<New Property Incident:>

Tnexpected damage due to tes

Property Details:
Class: IUnexpected darmage due to test failure ;I

/’Description: |Microscope shorted out

1D Murmber: I
Estirnate: ILess than $10,000 ;I

Darnage Cost:l
Details:

L

Bl

Remarks:

55§

MNew Save Delete !

bold labels indicate required field - aAll date formats:{mfdfyyyy)

3. Click the Save
button. The
property will
display in the List
of Property
Affected field.

Notes
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Vehicle Tab

In some cases, a safety incident will cause damage to avehicle. The Vehicle tab allows
you to list any vehicles affected by the incident as well as any related costs.

1. Click the New
button or highlight
<New Vehicle
Incident>.

2. Complete as
many fields as yoL
can remembering
to complete all
required fields
shown in bold
blue.

Details

Incident Number: Z2003-234-00001
Incident Category: Close Call

Incident Type: Electrical
Incident Sub Type: Contact with Electrical Current
Incident Date: 08/22/2003

List of ¥ehicles Affected:
Details - Damage Cost

“New UVehicle Incident>

¥ehicle Details:

bold labels indicate required field - all date formats:(mfdfyyyy)

Mew |

Save

Delete

Class: | Autornobile {Car) |

_Description: IKI.C\ Sedona

ID Mumber: |

Estimate: | Less than 410,000 =l

Dammage Cost:|27584.50

Details: Rear hateh darmaged in parking lot, j
il

Remarks: Owner seeking additional estimate, L'
2|

3. Click the Save
button. The
vehiclewill
display in the List
of Vehicles
Affected field.

Notes
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Details Tab — Factors

The Details tab contains two sub-tabs that collect a variety of information. The Factors
sub-tab records important contacts for the incident, the incident’s severity and probability
of recurrence as well as categorizations for the incident such as close call, false alarm,

and injury.

One or more Indicator drop-downs may be grayed out upon opening this tab. This occurs
if, for example, property damage is recorded using the Property tab. When the Details tab
is opened the Property Damage Indicator drop-down is defaulted to “Yes” and cannot be
changed unless the property damage record is deleted. This also applies to the Vehicle

Damage Indicator and the Injury Involved drop-downs.

~ Property  Vehicle : Details

Incident Number: 2003-234-00001
Incident Category: Close Call

Incident Type: Electrical
Incident Sub Type: Contact with Electrical Current
Incident Date: 08/22/2003

1. Complete as
many data fields
asyou can.

Contacts:
Originator: VanBenthuysen, Shelly A

Key Contact: IAdministrator, System Ex3

Organization I\‘1anager:l\,r.,r‘g,||eniusJ Laura. M

Safety Manager! |

Factors:

Primary Root Cause:’ Electric Comp: Power Linefelectrical Wiring _v_!
Actual Severity: ICIass III Marginal ‘;J

Probability: C Ciccasional

P& g

Indicators:
Close Call Indicator

False alarm Indicator

Construction Indicator

Injury Involved

Mission Affected

Test Failure

Froperty Darmage Indicator

Vehicle Damage Indicator

Serious Damage to Aircraft or Space Hardware
Serious Damage to Flight or Ground Support Hardware
Unexpected Damage Due to Test Failure
Affected Primary Objective(s) of Mission
Significant Program Impact

High Wisibility (internal or external to NASA)

bold labels indicate required field - All date formats:{mfd/yyyy)

|

Clear

Clearl

=

3 1

T [ o o e

Save

Use the look up
buttonsto locate
contacts.

2. Click the
Save button.

Notes
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Lessons Learned Tab

The Lessons Learned tab records the final outcome of the incident investigation. Y ou
may add to the lesson learned text as often as you need.

Lessons Learned "x'!«':'fiiclﬁ-ﬁi«aws:t:.

Incident Number: 2003-234-00001
Incident Category: Close Call

Incident Type: Electrical

Incident Sub Type: Contact with Electrical Current
1 Complete Incident Date: 0&/22/2003
al of the data
fields.

Lesson Learned Date: 5083253’2003 'i

Lesson Learned Text:
Check all equipement for frayed or damaged cords befare using. (TEST)

2. Click the
&l / Save button.

bold labels indicate required field - All date formats:{mfd/fyyyy¥)

Notes
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Action Request Tab

When managing an incident, you may need to delegate some incident-related tasksto

other employees or to provide specific information so you can complete your tasks. Y ou
can use the Action Request tab to make those requests.

For more information on creating action requests see Creating an Incident Specific

Action Request beginning on page 81.

Keep track of the
progress of al
action requests for

thisincident.

New AR allows
you to create and
assign anew
Action Request.

Lessons Learned | Action Request P AfaEhments

Incident Number: 2003-289-00001
Incident Category: Close Call

Incident Type: Electrical
Incident Sub Type: Contact with Electrical Current
Incident Date: 10/15/2003

List Of ARs:
AR Mumber

01-F
$-Z003-235-001-F 11/05/2003 In Progress Wallenius, Laura

AR Details:

AR Nurnber: 5-2003-294-001-P AR Status:
AR Assigned To:  VanBenthuysen, Shelly &

AR Assigned By:  wallenius, Laura

FParent Case #: 2005-253-00001

IIn Progress 'I

AR Type: IFirst Alert ;I

Country: IUnited States of Armerica ;I

Site: I.ﬁ.mes Research Center ;I

Directorate: |E>< ;I

Organization: IEK - ddvanced Development Cffice ;I

Sch. Comp. Date:lm Actual, Comp, Date: l—v
Is this AR private (Between Sender and Recipient Only)? Mo -

Does this AR contain Private Medical Information? Mo =

AR Title: [ar Title

tan To Take: [gction

wﬂion taken

MNew AR Cristribute Save

Action Taken:

[ ]

Delete AR Send Owerdue Msg Re Assign

Notes
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Attachments Tab

The Attachments Tab allows you to attach electronic or scanned documents directly to
the record. For example, if you have an invoice, photo, audio file of a doctor’s comments,

or even video documentation, you can attach copies of them to thisfile for future
reference. Thus eliminating files, overflowing with backup paper documentation.

If the document you want to attach contains sensitive information select “Yes’ in the

“Apply Privacy Act?’ field before you save the document. This limits access to this

document to medical personnel.

1. Click the Browse
button. Select afile
using the “ Choose
File” window that
displays.

2. Thesystem
defaultsto thefile's
name asthe
description. You
may use any hame
you would like.

Attachrnents

1= Learned | Action Reguest

N

Incident Number: 2004-194-00001
Incident Category: Close Call

ident Type: Acts of Nature
Inci Sub Type: Earthquake
Incident Dates 07/12/2004

/Description: I

Last Updated
Tes 7/12/2004 7:17:26 AM

Docurnent Desciintion

Security Matrix.doc

Insert New Document

File: I Browse... |

Apply Privacy Act? INo 'I

Any officer or employee of an agency, who by virtue of his employment or official position, has
possession of, ar access to, agency records which contain individually identifiable information the
disclosure of which is prohibited by this section or rules or regulations established thereunder, and
who knowing that disclosure of the specific material is so prohibited, willfully discloses the material in
any ranner to any person or agency not entitled to receive it, shall be guilty of a misdemeanor and
fined not more than $5,000.

As an employee you are responsible for keeping designated information from unauthorized persons.
Unauthorized disclosure is also a violation of Title 18 U.S. code. Penalties in most cases provides for
fines up to $10,000, imprisonment for not more than 10 years or bath, Disclosure of sensitive

information may result in immediate dismissal, fines up to $1,000,000 and/or imprisonment for up to
10 years per event.
Sawve

Use the action icons
to manipul ate the

attached document.

2. Click the Save
button. Thefile
displaysin the
document list above.

Notes
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Mail Tab

The Mail tab allows you to notify employees through eMail that an incident has occurred.

The notification eMail contains the incident number as well as an incident date and

description. The sender of the eMail receives a copy of the eMail.

1. Select people to
notify using either
the Add List
button or the Add
Employee button.

2. Modify eMail
subject and text if
needed.

[ eMail Text:

3. Add
attachments using
the Browseand
Attach buttons.

Employee received an electrical shock while installing new equipment. (TEST)

Incident Number: 2003-234-00001

Incident Category: Close Call

Incident Type: Electrical

Incident Sub Type: Contact with Electrical Current
Incident Date: 08/22/2003

eMail To :

Clear all Delete Employee | Add List I Add Employee

eMail Subject: ISafety Incident Report

This is to inform that the following incident has been reported

[»

Details of the Incident:

Incident Mumber: 2003-234-00001

Incident Category: Close Call

Incident Type: Electrical

Incident SubType: Contact with Electrical Current
Site: Arizona - World Wide Headguarter of Ex3
Campus: Tempe

Building: Ex3 Headquaters

Incident Time: 08/22/2003
Reported Time: 0&8/22/2003

Brief Description:

rical shock while installing a new electric microscope. The employee did ﬂ
Send Mail

File Mame: IC:\Documents and Settings\svanhenthuysen.EXSE~ Browsze... l Attach I

Employee receive

eMail Attachrments:

For more
information on
using these
buttons see
ASSIGNING
EMPLOYEESTO
EMAIL beginning
on page 119.

4. Click the Send
Mail button to

send notification.

Notes
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Assigning Employees to eMail

The “eMail To” field on the eMail screen can be filled with one or more employees. Use
the buttons to the bottom right of thisfield to add or delete as many employees as

necessary.

Add from List Button

Use this button to assign a set list of employees. The screen below displays in a separate
pop-up box when you click the Add List button. If you can’'t find an appropriate list, you
may create one using the Distribution List function within the Action Request module.

For more information on creating distribution lists see CREATINGDISTRIBUTION LISTS

beginning page 95.
1 Select the Find eMail Distribution List .
distribution type 1._ Click the Add
and list using the Distribution List Type: | Injury Iliness | !_IStbtuglon to
. import the
drop-down boxes. Distribution List: |She|ly's Injury Illness Motification List ;I Members list to

the eMail To field.

Members:

VanBenthuysen, Shelly & § Emnail: svanbenthuysen@yahoo.com
Wallenius, Laura | Ermail: Inwally@yahoo.com )

Add List Cancel

Notes
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Assigning Employees to eMail, cont’d.

Add Employee Button
Use this button if you require only one employee or if you need to select employees that

are not part of adistribution list. The Find Employee screen displays in a separate pop- up
box when you click the Add Employee button.

1. Complete at
|east one search
criteriafield. Then
click the Search
button.

\ Last Mame: |admin Govt, ID: I
FIF el | Local Employee Code: I
Country: #ed_States of America = |

2. All employees
that match your
search display in
the Matching
Recordsfield.
Highlight the
correct employee
and click the Add
button.

Find Employee

Site: |Kennedy SDW =l

Directorate: | << Select Directorate== =
Crganization: | << Select Organization}};l
Matching Records: 5 Search | Clear |

Phore Murmbetr Site Qrganization

Admin, Kirkpatrick nia Eennedy Space
Admin, Lewandowski nfa Eermedy Space
Space
Space

nsa
UNENOWN - UNENOWH

Remove

Phone Number Crganization
AduinEXz, Test nfa KEennedy Space C nfa
Select Cancel

3. Click the Clear
button to clear the
search criteria
fields. Repeat
steps 1 and 2 until
all employees
needed have been
sel ected.

4. When the
Selected List field
contains all
needed employees
click the Select
button. Y our
selectionswill be
imported to the
eMail To field.

© 2004 by Bx3®

Confidential and Proprietary

119




Running Safety Reports

Once safety incident data has been entered into the system, it can be used to create
various reports. The process for running reports is essentially the same for all reports.
First select the report you want to run from the Safety main menu. A Find Report tab

displays. Fill in all the information you want to use as your report criteria and click the
Run Report button.

aReports

All reports display in a separate viewer window. If thisis the first time you have used the
report function on this computer, see RUNNING INJURY/ILLNESS REPORTS beginning on
page 66 for more information.

Notes
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Safety Reports

On the following pages you will find explanations and examples of the various reports
available in the Injury/lliness module.

Incident Log

This report gives a summary of each incident record that meets a set of given search

criteria.

1. Complete as
many fields as
you want.
Remember
fields shown in
bold blue are
required.

Incident Log

Incident Murnber: |

Date Indicator: <= Select Date Indicators>

Date From: [1z/z1/2005 [ Date To: [1/30/2004 5w

Incident Category: | <<5Select Safety Category>>;|

Incident Type: | << Select Safety Typex= =

Incident Sub Type: I <=«5Select Incident SubType>> ;I

Country: I <« 5Select Country > ;I /
site: [=soemomrr o

Campus: I <<Select Campus>>;|

Cpen Issues: I <« 5Select Open Issue:r};l

Run Report Clear

bold labels indicate required field - aAll date formats: (mfd fyyyy)

2. Click the Run
Report button.

E@aie= 84 iT & oo || /—,‘(,,.
Piavaa

IMCIDENT TRACKING DAILY LOG
BEO0rT Prop o parys:
TREIE WASEE I T AR IR LTLER T iwd
Ll s 1 B - WiorH Wik Headegsster of E43 P CHNOA T CATERON 1 Cheze 0dl
CRHP Y R 1 Tempe LI T THPE 1 Bt
DATE IHDHARE ;| DATEODCOWERED IMLCTTRA T 598 TYFE He.
PN (SRS 1 - BbRih DA e Pt
o AT B R kb ]

ey Wk Wit Higaeier of [EY | Tompr

[ [iF Uiriabintd L bingen §  than il
lawadesi Wade | AR Rardidiid Ty « B

Camen § Tasm L i et Typm 4 Comias vt Dhvova ol Carst

Barmry ' Um 1 Criers . Forkl Wide Seadassurod 11

s Canrn 1

gt Dain 1 R et Updmn et  BRZESE]

Brial Drerptom 1 Eelersm e an sbeorsid shack vy rovleg ram wppess [TEST

mmr et | Crevia sl doridibed ok e ke e The et 48 v - and rard s
[=r _Em-.::_gm: [Ty

Notes

3. Thisreport will
display in separate
viewing window.
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Indicators

This report is a bar graph plotting the information in sequential or alphabetic order. This
report is good at showing trends of an item over time. While a Pareto report is more
flexible in allowing you to specify exact specification for a chart, the indicators chart
produces many widely used reports, such as, “What is the incident rate for Close Callsin
Arizonafor the first quarter of 20017’

The find report screen allows for choosing multiple items in certain drop-down lists.
Choosing multiple items produces a stacked bar chart, with different colors assigned to
each of the selected items.

Indicatars

Period Type: IMontth 'I

1 C Iet Begining Period: |January ;l |2003;|
i OTpldeas Ending Period: |January ;I |2DD4;|
many tields as Site: Toav ;I
you want. \ Jet Propulsion Laborator
lohnson Space Center
Remember \ IPL Deep Space Network ;I
fields shownin Site # Directorate
b0|d b| ueare Directorate: ~
. Johnson Space Center # Af
requi red. Johnson Space Center # AB
lohnson Space Center # AC :I
Site # Directorate #* Organization
Organization: r!_
Site * Contractor
Contractor: Certer # ALPHA BUILDING CORPORATION

= enter # Anchar, Inc,
lohnson Sp Center # Arteaga Contr, Co. Inc,

lohnson Space Center # 451 UNIVERSAL CORP. :I
Site * Contractor # Contract
Contracts: all

Johnson Space Center # Anchor, Inc. # Anchar, Inc.
lohnson Space Center # Anchor, Inc. # AR - Anchor, Inc.

Incident Category: -
Close Call

First Aid Cnly

Hazard ﬂ

Indicator Type: ICase;I INumbers;I

tncident Type: N -
Acts of Nature

Eéﬂlr?cgm |
Date Type: Im
Site Type: | <=5Select Site Type>>;| | 2. Click the Run
Report Source: I <<Select Report Source == ;I Report button.
Case Status: | <=<Select Case Status== x|

Run Report Clear

bold labels indicate required field - All date formats: {mfdfyyyy)
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3. Thisreport will

Indicator For O tional Cases - Mo of C i i
¢ Occupational Cases - Mo of Cases d|splay in §eparate
P viewing window.
Bt ool Tafiary | 2001 15 Ta 2ol Rl

E abegory : Al
trvasey ilseds Cabemors | W

e of Casen
E

. Inc.

Indicator Far_?:nupntlmal Cases - No of Cases

Sabe L Arizona
Deate of Ingury s 2001-Jan To 20001 - Jul

Employee Category ; &1
Inpary Hiness Cobegory 1 Al

i i : 3 B | 4 E z
x E g g ] & g £
z ] ] ] R 5 ] B
Tald For Conpary LESS prc] &M o*£F ] el = 2
Totdl For calaciad Siax EEs 2 kL i nz 1= . a
AR B EEa B 7E k] i [Fel W L]
E=rrrry ELSIN IS STHETTTVE oo, (HaaE

Parrers by ] Froimtgies
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Paretos

This report is abar chart that displays the most frequently occurring or largest item at the
left of the chart, with smaller or less frequent items displaying in descending order to the
right. Thisvisual representation allows the user to see problem areas quickly.

Y ou can build a pareto report from just about any of the drop-down lists within the
application. This allows you to create reports that can answer specific questions such as
“What types of accidents are happening to people in the ABC organization?’ Also, the
multi-select lists (for example, Site and Pareto By) allow you to choose one, several, or
all the values in the drop-down list. Use the standard CTRL + Click or Shift + Click
combinations to select a collection or alist of values within alist box.

Pareto Type: Claseification -
1 Complete as Beginning Perind:lOctober ;l |2002;|
many fields as ::ding Period: IOctober ;I IZDDSLI
ite: “
you want. \ Ames Research Center
Remember RN Dryden Flight Research Center
. . Glenn Flight Center
fields shownin Goddard Flight Research Center LI
bold blue are Indicator Type: INo. of Case vl
requi red. Date Type: IDate of Incident 'I 2. Click the Run
Pareto By: / '
Type A Report button.
Type B
Type C
Site Type: | <« 5elect Site Tvpe}};l
Run Report Clear I
bold labels indicate required field - All date formats:{mfdfyyyy)
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3. Thisreport will
display in separate
viewing window.

Indicator for Recordable Cases - No of Cases
E Ffscinat Enkpaprins Enginssrng, Inn.

Parato by Tnjury/Tliness Type
Tk Armona
Urate o Dy s 001000 /200 T 12750, 2008
Emnployres Cateqory : &Il
Headcaunt Cateqory : Site

01 S
i

i s
Fancibn

10 [ o1sksssBurndiase [ 04 Ensas-Gr s
[Tt T )
(m DT U Bty
N QBlnpry-Posalis
= 07 Bz o bz H =apomrs -t
iy
; 1 Dire-Ligenen o1
g B 0 - B By P DlT-al:I!:rI."'m!:r
110 resse-Heat 12knbry-Posalle
T B e
3
[ 1 Peasi g e Fbshinan
iy - o clrecin fohroncy
15 Mness-Bursis
= i ) [ et Urapscial
47 i -Hury {DEHA E
(] . £ W 1Enury-Rermson

[ 13nprs-Conouemsion [ 20inkry-Diicantion

21y Hesrrg Lis e

-[{I:I.HII
T o I e L S
Mnj
_".I
Safeay Incldent Porctbos 7
Pareto Tyjur ConiFacion
Frrs 960, A B0 (8300 NG
Lraba Type : Dt of Incent
I3
I}
L
H
S -
| VoA or e T T
| e opace Lol "I
fr TARTIE AT e
e T B 20 Pt il
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Detail Cause Analysis

This report displays all root causes recorded for a specific site along with the damage cost
for each. Thisreport also displays the total number of injury/iliness cases, damage cases
and total damage dollars for the specified site.

Detail Cause Analysis

1. Complete as -
many fields as Start Date [a/14/2003 | | s 2. Click the Run
you want. End Date [¢/13/2004 vl Report button.
Rernember . Country: |United States of ﬁmerica;l
fields shown in Site: |Kennedv Space Center ;I
bold blue are

ired L Run Report 7
required. bold labels indicate required field - All date formats:{mfdfyyyy)

| N (R [

| Prosmes |
Detail Cause Analysis Report | 3_. This f:epOrt will
Py 1 display in separate
Wk Dale 1 DD Ceunlry 1 Lrded Tades of Arerca 1 1 1
tnd Dl ;o DHINEDO ln ;- Kamdy Space Camder VIEWI ng Wi ndOW.
e [Eepiedy SpaoE Demes
Bzl Loy Damage Cail
Chrir g Emaegioed Minary LB )
<Rk wa
CCHMLNICATION AT T il Jradeg 1,0
SR APMENT FAILURE D Doy P
ELFVENT FRILLFE GErERAL Wl
EPAFMENT FAILLFE Mawil Ddiin T 0L
EQAPYENT FAILURE Sgriad Fabey Lt}
O T 2 200
AR CPCRATTCH R 1, 14508
HUPLAH FACTORS Dvaiies 10w
HLUPLAH FACTORS GErERAL e LI
HUPLEH Firz TS dack oF thbqsiien, 1 Amoe
HUPLEH FirsTORS Michslgrand o Sarsditins o.aLm
FAATIEAL PSR4 Sr T PR ]
P TR Pl a0 d disk
STHERrCRber TmLu
PROC RIS R R A
PROCELLNE S mandery [aboascs oo
PROCEDLNER sqwrwrses e L]
Teladi Far Keaasdy Spaar Cepler Cajury Casas Damags Canmt Tolal Demage Cail
i bl e LLit]
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Action Request Tracking Log

The “Action Request” find screen below actually runs two different reports the “Tracking

Log” and the “Overdue Summary”. The “Tracking Log” shows all action requests

including their details for a specified period of time and site. Y ou may indicate a specific
AR status, which alows you to filter this report to show only the type of AR you need

such as competed, in progress or no response.

Action Request

Rum Repart

Clear

1 Complete as AR Report Type: |Tracking Log ;I

many fields as sched.Comp Date: From [4/6/2004 To [4/13/2004

you want. Site: IKennedy Space Center ;I

Remember Organization Type: | all -

fields shownin Case Status: all -

bold blue are Incident Categaory: all -

i Primary MASA

reqUIred' Investigator: I _Q;] Clear I
AR Status: all b
bold labels indicate required field - All date formats:{mfd/y¥yyy)

2. Click the Run
Report button.

3. Thisreport will
display in separate
viewing window.

| = & o =[] = = e S =
e |
- Action Request Tracking Log
e STl Dale: | B Laie Aalvs 1 e gty S Gomar
tafrd L Bale 1 B Porrary bresimales | 8 A B -
Srgarwaten Type T M
Il Calegany c M
A T Tategag Date of Baskbniz wsginakbs g (R —rp———
A g Nraidara EEARONI 18 e O &1 Boalless. Bt B
Bl esospl i
ET-1137 g charspgnd i S0R30 charm iy i tha 08, ko BOSER, [PROD-B23-]
Erfimated Covp (e Comphetesdy Aaranes e (g At [
R L un
ot Te 2o Talor
LT Sl i rue of Batidiads EYEETES I e T PR S I
L o Wreidera RN 18 e A =] Doalloss et
[ R
ET-113 foper cherrgerd st "S0030 charm iy i fha 8, Pinbag BOSSN, [PR00-BI1-]
Eifimaled v Lade Competed Faranas Adbwer v aTeren e
HanTm Lk, un
Action T Bo Teker
Ve Tl 0 45 L
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Action Request Overdue Summary

The “Overdue Summary” report is the second report that may be run using the Action
Request find screen. Thisreport lists al ARs currently overdue based on a specified date
range and site. The report shows the AR’ s number as well as the “Action” required and
the responsible person’s name, email and phone number.

Action Request

AR Report Type: |Overdue Summary _l
1 Complete as Sched.Comp Date: From IW ___J To lmmj
many fieldsas / Site: IKenned\y Space Center =1
you want. Organization Type: | All -
Remember 2. Click the Run

. . Case Status: all - /
E;I(?T)fhg\;vrre] n Incident Category: all - Report button.
u 4
Prirmary MASA
required_ Investigator: I ﬂ ﬂl
AR Status: all -
Run Report Clear

bold labels indicate required field - All date formats:{mfd/yyyy)

[REar= Jna] e v R “Gryita
P
3. Thisreport will
et Fanamebes n Request O ue Summary dlsplay n Separate
sibed. et B ot st Sk P& e [ S . . .
bl Emd Dadt T BT Frimary [onnigater ;A1 B Sk =W viewl ng window.
[r—— .
[PF - :
File M b Insiend Ao Isfimaled At Tabea 2y Taken By Edil 1 e
[ Campiebza [STaFRS drganinden Fonm
) i
B Knammdy Saws Coaier
T CINTINN  Tesisgw b sl n, eeppochien MUMESS L] 1
2 reerad e g s b
T ORONIIE  Cvrvbe e e durin e e H [Tl
parvrasd farvhad £ ET Wiy g
[ T b iy
s o e vy ek el £
Wie ratharicns APV
Bl Mo Rammady Sgeiin Coslor z
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Center Safety
The Center Safety Report shows the total number of Lost-Time cases, Manhours,
Fatalities, Class A, Class B, Class C, Class D, Close Calls, Property damages and Vehicle
damages as well as the Lost-Time rates for each NASA center for a specified period of

time. Thisreport breaks down each center’s totals into civil servant and contractor totals.

1. Complete al
fields.

Center Safety

Beginning Period:

Ending Period:

IJuIy

| [zo03 ~]

|Ju|3r

| |zo04 -]

2. Click the Run
Report button.

3. Thisreport will
display in separate
viewing window.

Run Report Clear
bold labels indicate required field - all date formats: {mfdfyyyy)
Center Safety Data
From 07/01/2003 To 07312004
Center F¥ 2003 - 2004 Safety Data For Civil Servants/Contractors
] £RC anwe oFRC GRC asFe =1
LTCmm | Gl 1 a a 1 a a ]
= Coetractan a a ] 3 a a ]
Hanteis Gl 135307900 MOOLTTTIT Aonm 43100 1,507, 2300 25200 am
= Coetractan um 13545728359 247 2050 4714200 um um am
LT Ram | Gl 01835 0 0mm 04051 Qmm 0mm 0mm
= Coetractan Qmm 0 0mm 13083 Qmm 0mm 0mm
P abtim Gl 1 a ] a a a ]
= Coetractan a a a 2 a a ]
Clms Gl 2 a ] a a a ]
= Coetractan 2 a a a a 1 ]
Clms B Gl 1 a ] a a a ]
“ Conliado 1 1] L] 1 r 0 0 a
P ot . N p . 15um of pr_rpt_gen.value (Number) ’70
= Coetractan 1 a a a a a ]
Clm= D Gl 1 a ] a a a ]
= Coetractan 1 a ] a a a ]
Chme Cale | Gl 1 1 ] a a a ]
= Coetractan a a ] 1 a 1 ]
<% Pinpmily Gl = = = = E] 2500 El
Damag
Cantiarto 0 20 E TA00,000H E 0 E
i yenicke | il 0 0 E 0 0 Ein E
Dama
Caniacta ] Ei0 = 51000,000,000H # # 1]
% Tegal Gl 0 0 E 0 0 ERY E
Dama
Caniacta ] Ei0 = 51.200,000,000H # # 1]
LT e = (Lot Time Carer T 200000 5 MSowes T DS COMTICTON KRS GYNY 7T O, A T s = W+ AT JPL oer = TP + D5
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Safety Stati

stics Report

The Safety Statistics Report gives the total number of safety incidents that have occurred
over a specified period of time at a specific site. The report bresks the total number of
incidents down into each safety classification as well as associated Lost- Time case,
fatalities and damages. This report alows you to run a very narrow report that includes a
specific site, organization and grouping or a very broad report that encompasses al sites.

Period Type:
Beginning Period:
1. Complete as
man f|%| ds as Ending Period:
y — T site:
you want.
Remember Site Type:
fields shown in Organization Type:
bold blue are Grouping:
required.

To run the report by Fiscal vear, set the Period Type to 'Monthly’, the Beginning Period to October of

IMontth 'l

IJanuary ;I I2DDS;|
|Januar3r ;I |2DD4;|
all
all -
all -

INF\SA Lewvel 'I

Run Report

Clear

the vear and the Ending Period to September of the following vear.

bold labels indicate required field - All date formats:{m/fdfyyyy)

2. Click the Run
Report button.

3. Thisreport will
display in separate
viewing window.

Report Parameters:

Safety Statistics Report

Date Range 5 200%dan To 2004-den Period iy
Site ' Jaman Speos Cente Organization Type @ Coviecto
Site Type : Omit= Grouping HASA, Ll
Contractor Contract Al
Total P Lot Pesint: Typed Type B Typel Type I Chosses £l Total
Indidents Time Cases Fatalibes Damages:
Count Rt |Count Rate [Coumt  Damages Count Damages | Count  Damages| Count Dt gt | Couart Damages
2003(01)-Jan [ i om! a amia [TE [IE amia am i g am ! am
2003(02)-Feb i in nmi a nmin an 3 i an 3 a nmi [ o E 0 am : am
20032(03)-Mar a Eu nmi a umin am } Q am } a umi a 0o : Q am i o
2003(04)-Apr 1 Eu nmi a umin am } Q am } a umi a 0o : Q am : o
2003(05)-May 1 Eu umi a amin o fo e la e i om : om
2003(06)-Jun 1 ‘a amia umiu om ; 1 om ; 1 umi 1 om ; 1 am it
2003{07)-Jul 0 En nmi a nmin am : 0 am : i nmi i o : 0 nm : o
2003(08)-Aug 1 1 amia amia am 1o am |y om am o am am
2003(09)-Sep 0 iu nmi a umin om : 0 om : ) umi a am : a am : am
2003(10)-0ct 1 o umi a amia am o om o o a am o om : it
2003(11)-Nov [ in umiu umin am fu am : [ umi [ am : [ am : am
20032(12)-Dec 1 in nmi a nmin am : a an : a nmi a anl : a am : 100000
2004(01)-Jan 1 ta nmi a amio oo | oo Lo oot oo | o om : oo
GROUP TOTALS | 3 i i a umiu am 0 am 1 umi [ am [ am | 10000
GRAND TOTALS E 3 B oo 0} a om o o |1 0m g o | a o 10000

Contractor Statistics Report
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The Contractor Statistics Report contains the same information as the Safety Statistics
report but show only the numbers for the specified Contractor.

Beginning Period: |Ju|\,r ;I |2003;|
1. COmplete as Ending Period: |3uly B e
many fields as Site: |J0hnsun Space Center ;I
you want. T~ site Type: [onsite =1
Remember Contractor: [allied signal (wsTF) =l 2. Click the Run
fields shown in Contracts: Al S d Report button.
bold blue are Directarate: i =
required_ Qrganization: I all -I
Run Report Clear . .
3. Thisreport will
display in separate
bold labels indicate required field - all date formats: {mfdfyyyy) Sp . y Sep
viewing window.
Safety Statistics - Contractors Report
Report Parameters:
DATE RANGE 1 Sitiebd S bt COMTRACTOR 1 fis
SITE | e S Gt CONTRACT | 4
¥ITE TYFE 1 Gmie DIEECTORATE © &9
ORGANTEATION | W
Takal e Lot Tana. o Tepa b Tepa Thpai Traa b [=1-1] Talal
Tk [ Fata b Damigt
Cmar R | G Wit | Commrt Dawape |Ciaed  Demdpe | Coww  Devige | Couw Dievdge | G e
BT =TS =Y =TS =TT =Te = LT
[RS GROUP TOTALS R ama am!a wm ja e " e am i E am i W
Gl Akl TOTALS : a E-:- um;u um;u :m;u :mil:- Mﬂi-:- am;| am;

Notes
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Exploring the Employee Module

Creating a New Employee
Record

Finding an Employee Record

The Employee Module provides you with instant access to necessary personnel
information. The employee records in the system are updated regularly with your Human
Resource department to eliminate redundant data entry and ensure accuracy of records.

The following options display in the Employee menu:

® Employee

B ew

B Find
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Creating a New Employee Record

If you have performed a search for an employee’s record and cannot find it, you will need
to create a new employee record. Creating a new record can be done quickly.

The diagram below outlines how to create a new employee record.

1. Click
Employee on the
menu bar to open
the drop-down
menul.

2. Click New
under the
Employee menu.
The New
Employee screen
displays.

Brosdcast Hassage

..@

This 1= & b=st == onle . Do not enter live
data corkaining privabe or cond idential
infarmabch, To enker v dets, plesss

[0 Thes o ichion wabsie st

Iy Ninsex
Aestiniu i) g el

~
Emplavmn

e Sraea ac o cond s

Wateoma Syetons Adneictratoe be Ex #7 ERS Data Managonsst Syctem - TRIE, wee, 10

L}
Famsrad By E_,f:; Tachaclogiss
I1SAE-2004. - B E it Enpread g, 1
Lagal uff L

Notes
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Creating a New Employee Record cont’d.

You may not have al of the information to complete al of the fields on the New
Employee screen. Fill in as many fields as you can, remembering to complete all
required fields shown in bold blue. Once the record is saved, you may add additional
information at a later time.

Mew Employes

Last Name: First Name: Middle MarnesInitial:
1. Fill in as many |vanBenthuysen |shelly
fieldsas pOSS| bl e \ General Information:

Local Emp. Code:

maklng sureto Country: United States of America = |
Compl ete a” Site: Johnson Space Center ;l
required fields. Campus: ISC - Main =
General Location: ﬂ Clear I
Directorate: AR ;I
Organization: &8 - Center Director ;I
Employee Type: |Civil Servant ;I
Employee Status: Active ;I
Employee Shift: 1st - Marmal { §am - Spm ) ;I
Employee Job Type:| Administrative ;I
Job Title:
Departrnent Marme: I
Date of Hire: — =l
Level of Experience:|1 - 3 Years ;I

Supervisor: Q Clear |
Govt, 1D I

Marital Status: Married |

Diate of Birth: v Sext IFemaIe 'l
Network User ID: I

Contact Information:
Address: |123 USA Drive

City: |Cypress State: ITX
Zip: |??429

work Phone: |z81-333-1122 Home Phone: |

Cell Fhone: |a3z-731-666¢] Mailstop: | -

Fa: E— | 2. Click the Save
eMail: svanbenthuysen@yahoo.com button.
Emergency Contact Information:

Contact Name:
Contact Address: |

Contact Phone: I Contact Alt. Phone:l

Last Updated:

Close | Save |

bold labels indicate required field - All date formats: {mfdfyyy¥y)

- g x P
Microsoft Internet Ex x| 3. A verification

pop-up displays
& Successfully Saved stating the record
was saved. Click
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Finding an Employee Record

Once an employee record is saved you may review, update or edit it by selecting the Find
option on the Employee Module' s menu. The Find Employee tab displays. Use this
screen to search the entire database for the employee record you need. When you select a
record, the Edit Employee tab displays.

1. Specify at least
one search
criterion.

2. Click the

Sear ch button. A
list of matches
displaysinthe
Matching Records
field.

Find Employee

Last Name: |vanbe Govt.ID: I If the appropriate
— First Mame: Local Employes Code: I emp|0yee isnot
Country: United States of America;l listed, click the
Site: Johnson Space Center ;I C|ear, button
Employee Type: all 'i Repeat Step c;ne

with new data.

Matching Records: 1
ai

3. Select the
appropriate
employeefrom
thelist and click
the Edit button.

Edit Print

Search Tips
Capitalization doesn’t matter.
Complete words or numbers aren’t necessary. Entering the first three characters is
enough in most cases.
Enter al the information you know to reduce the number of matches that fit your
criteria
Remove some of the information you have entered if there are no matches.

Notes
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Finding an Employee Record, cont’d.

You may review or update an employee's record using this screen. Any modifications
made will affect all future Injury/llIness incidents created with this record. They do not
transfer to existing Injury/IlIness cases. To change an employee’ s information within an

injury/illness case you must use the Employee Tab within the case record.

For more information on using the employee tab within a case record see the EMPLOYEE

TAB beginning on page 58.

Edit Employee

Last Name:

First Name:

Middle Mame/Initial:

VanBenthuysen

Local Employee Code:

Qrganization:

Job Title:
Department Mare:
Date of Hire:

Level of Experience:

General Information:

Shelly

Country: United States of America = |

Site: *Arizona - World Wide Headquarter of EX3 » |
Campus: *Tempe ;I

Building: *Ex3 Headquaters ;I

Dirgctorate: << Select Directorate>>;|

<< Select Organization=> = |

Employee Type: Civil Servant ;I
Employee Status: Active -l
Employee Shift: Marmal § &am - Sprn ) ;I
Employee Job Type: Administrative ;I

|a

Technical Writer

I
06/01/2002 =g
0-1Years ;I

SUpErYisor: |Wa|leniusJ Laura ﬂ Clear |

Govt, ID: | EEE B T

Marital Status: <= Select Martial Status> =]

Date of Birth: 11/20/1970 v| Sex: [<<select Sex== =]

Headcount Type: |Admin ;I Metwork User ID: I

Contact Information:

Address: |123 smith st

City: IHouston State: ITX

Zip: [77o0s

Work Phone: |z51-444-5555 Home Phane: |
UsethePrint Cell Phone: [a3z-731-1111 Mailstop: | Remember to
button to print a ax: I Pager: [ .

. click the Save
copy of the eMail: Isvanbenthuysen@yahoo.c:orn .
em |0 ee screen Emergency Con formation: bUtton |f yOU
ploy : Emergency Contact NameWBenthuysen make Changes to

Emergency Contact Add.: |123 Smith St) thlS screen

Contact Phone: |?13—222—3333 ontact Alt. Phone:l

Last Updated: 09/22/2003

Close Print | Save |
bold labels indicate required field - all date formats: {mfdfyyyy)
Confidential and Proprietar
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Exploring the Headcount Module

Managing Headcount

The Headcount Module allows contractors to update and maintain man-hours and
attendant data easily and efficiently.

The following options display under the Headcount Module menu:

#® Headcount

B [ anage
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Managing Headcount

The Manage option on the Headcount Modul€e’ s menu allows users to input civil servant
and contractor manhours and other attendant data. The system can cal cul ate recordable
rates for injuries and illnesses as long as Headcounts are accurate.

The process for inputting headcount information is the same for both civil servants and
contractors and is described below.

1. Click either the
Civil Servants tab
or the Contractors
tab.

2. Complete all of
the search criteria
fieldsand click the
Sear ch button.

3. Alist of possible
matches displays.
Highlight the
appropriate
organization and
complete its
onsite/offsite data
fields.

4. The Save button
will not display until
this box is checked.

Contractors

Please double-check that the case type in each open case is correct.
Failure to do so will cause your statistics to be incorrect.
Year: 2004 'I Month: IJuIy =

Level: Site 'I
Search | Clearl

/4t of Headcounts/Manhours:

: Heacdcount  Onsite Hours Headcount

Carlene's Site a o. u}
Conversion Only a o_oa o
Dryden Flight Besearch Ce 0O 0.oo o
Glenn Research Center u} o.oo0 o
Goddard Space Flight Cent 0 o_oa o
IV a 0.oo u}
Jet Aropulsion Laboratory O 0.oo o
Jokfizon Space Center a 0.oo u}
JPL Deep Space Network a o_oa o
ennedy Space Center a o_oa o
Langley Research Center a o.o0 o LI
Site Ames Research Center
Onsite: Offsite:
Headcount: Headcount:
Base Hours: Base Hours:
OT Hours: OT Hours:

Annual Leave: Annual Leave:

Sick Leave: Sick Leave:
Comp Leave: Comp Leave:
Miles Driven: Miles Driven:
Hours Flown: Hours Flown:
Tort Claims: Tort Claims:

Total Exp Hours: Total Exp Hours:
** Total exposure = Base Hrs, + OT Hrs, - Annual Ly - Sick Ly - Comp Lv

T
T

Last Updated By:
Last Update On:

Administrator, System Ex3
Ff12f2004 7:36:26 AM

N v I certify that these figures are correct to the best of my knowledge, and that I have
updated any cases whose classification has changed since the last time I reported,
Save

5. Click the Save
button.

Delete

Notes
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Exploring the Administration Module

The Administration Module allows system administrators to manage users, control

application security and maintain application drop-down lists. Y ou may only access this
module if you have administrator rights on the system.

The following options display under the Administration menu:
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Maintaining Reference Tables

This tab alows administrators to review and maintain approved reference tables. This

gives administrators the ability to add and remove options to drop down lists. For

example, if anew building becomes available for use, it canbe added to the system with
this tab. Only those with appropriate roles can access this tab. The fields displayed are
dependant on the table that has been chosen.

If you need to add over 100 new values to a reference table, please contact the Ex3

Administrator first. Reference tables with hundreds of values slow the application and
makes drop-downs difficult to navigate. Ex3 has an alternate method for making these
large numbers of values easily accessible to users.

1. Select the table
you want to
modify.

2. Use thefilter
optionto limit or
isolate select
information within
thetable. Click
the Apply Filter
button to view
results.

—]

[~ Tables: |Injur3r Illness - Accident Source =1

The following fields are filkars., Leave the fields blank to search and find all related data, Input any
conditions in same ar all of the fields in order to limit and isalate selected rows during the search and
click Apply Filter to wiew results,

Accident Source
Accident Source
Active Flag

Group

Aircraft
Alkalies
Anirnal
Barrels/Drums
Bicycle

ccident Source Group

Accident Source
Code
Active Flag

Apply Filter |

3. Highlight the
record you want to
edit or <<Add
New Record>> to
create anew
record.

Save

Delete

Print

bold blue lables indicate required field

4. Complete these
fields and click

the Save button.

Notes
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Managing Contracts

The Manage Contracts menu option contains two sub-tabs. Manage Contracts and
Associate Contracts. The Manage Contracts tab allows administrators to update the lists
of contractors, and their various contract numbers, that are currently employed at the
various NASA sites. Thisinformation is used in the various modules within the system

Manage Contracts e EantEREton
1. Select the site Site: <<Select Site> = =]
and contractor yoL [Contractor: <<Select Contractor== = |
wish to view and Clear Search
List of Contracts

click Sear ch.

Site Contract Description Contract Nbr

2. Highlight the
record you want tc

edit or <New
r Contractor Details
Contract>to 2o
create anew Contractor:
record.

Contract Details:

Contract Nbr:

3. Complete the / SIC Codei

|
Description: |
|
|

Contract Details Nl Eods:
remembering to Onsite: [ 4. Click the Save
complete the Activei [res =] / button.

I'equired flelds Responsible Org's Directorate: m
shown in bold Responsible Organization: I]
blue. Mew Save Dielete I

bold labels indicate required field - All date formats:{mfdfyyyy)

Notes
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Associate Contractors

The Associate Contractor sub-tab allows administrators to associate contractors to one or
more NASA sites.

1. Click on the
Associate
Contractor tab.

2. Sdect a
contractor from the
drop-down list.

Associate Contractor

Manage Contracts

pddard Space Flight Center

AT R

Jet Propulsion Laboratory
Johnson Space Center
JPL Deep Space Metwork

kKennedy Space Center
Langley Research Center LI

Add Remove

Assigned Sites:

Office of the Inspector General

bold labels indicate required field - All date formats:{mfdfyyyy)

Notes

3. Select the site you
wish to associate
with this contractor
and click the Add
button. The site will
appear in the
Assigned Siteslist.
Repeat until all sites
for this contractor
have assigned.

If you assigned a
siteinerror or itis
no longer necessary,
simply highlight it
on the Assigned
Siteslist and click
the Remove button.
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Managing Users

This tab allows administrators to set passwords and roles. The roles assigned here
determine which fields, tabs and modules an employee can view. A user with a medical
role, for example, would be able to view different information from a user with a Human
Resourcesrole.

Adding a New User

If an employee has not been assigned arole in the system they will need to be added to
the user list before roles may be assigned. Adding a new user to the system is as follows
Select New from the Manage Users menu, the Find Employee screen displays. Highlight
the employee you want to add and click Select. Once the employee is added to the user
list, the User Information screen displays.

1. SDECIfy at least / Last Narme: |admin Gowt.ID: I |
one SearCh First Mame: Local Emplayee Code: I
iteri Country: United States of America = |
Criterion. Site: Kennedy Space Center ;I
Cirectorate: =<Select Directorate>>;|
Organization: << Select Organization>>;|
. Search Clear
2. Click the
Matching Records: 7
Sear ch button. A -
list of matches | | Fere e v e
displ inth i, Kermedy C UNENOWH - UNENOWH 3. Select the
Isplaysin the Admin, Thorn nia Kennedy Space C UNEIOWH - UNEHOWH appropriate
MaIChIng Records Adwin, VanBenthuysen nia Kermedy Space C AE - Executive Staf
field Admin, Winn n/a Eermedy Space C UNENOWN - UNENOWN employeefrom
leld. AdminEX3, Test nia Eernmedy Space C nsa : H
Administrator, System Ex3 228-2882-828%2 Eemmedy Space C ALE - Executiwve Staf thelISt and C“Ck
the Select button.
Select |
Microsoft Internet Explorer . .
z B 4. Click OK if
@ Do wou wish to add *admin, WanBenthuysen ' to the Users List? you want to add
this employee to
the User'sList
Cancel |

Microsoft Internet Explorer

5. A pop-up box
verifiesthat the
employee was
added to the
UsersList.

& Mew user 'admin, walleniuus ' added to Users List,
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Finding Users

The Find User screen displays when Find is selected from the Manage Users menu. Use
this screen to locate an existing user. Once a user is selected, the User Information screen

displays.
Find User
1 Specrfy at least Search User :
one search \ Last Mame : |admin First Name : |v
criterion Gaisic WD) I Status: I =)
Country: |United States of America - |
Site: |Kennedy Space Center ;l |Primary Only;l

Medical Office: | <<Select Clinic Office>> =]

Directorate: |{-=:Se|ect Directorate>>;|

Organization: I <=«Select Organization== ;l |p,—

Raole: | <= Select Role == ;I Search

irmnary nly;l
Clear |

ist of Users (Max 100

bold labels indicate required field - All date formats:{mfdfyyyy)

Notes

2. Click the

Sear ch button. A
list of matches
displaysinthe
Matching Records
field.

3. Select the
appropriate
employeefrom
thelist and click
the Select button.
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User Information Tab

The User Information tab records the user’s basic information, such as login name,
password and status. Administrators may also set a password or lock a user’s account
using this screen. The tabs to the right of the User Information tab provide additional
information about the user.

User Information Sttes Organizations
Employee: YanBenthuysen, Shelly Usethisfield to
Count |United States of America = | lock auser's
ountry: nite ates of America = .
account. This
Primary Site: |Johnson Space Center ;l preventsthem
1. Complete as Medical Office: [ <<select clinic office >« from logging in to
many fields as _—1 Directorate: |ns =l the system.
possi ble. . Primary Organization: INS2 - Ocoupational Safety Team ;I
Remember fields Lodin N [Vamserth - stat _
ShOWﬂ in b0|d ogin Mame: anBenthuysen.shelly atus: Active b,
i Mew Password: Account Locked: :Unlock ;I _
blue are required. ! || 2 Click the Save
Confirm Password: I Force Password Change: IND -I button.
Save

Notes
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Roles Tab

In order for a user to have access to the full functionality of the system they must be
assigned arole(s). This role determines which modules, tabs and fields they will be able
to use or view. Since a user may have a variety of job responsibilities, they may need
more than one role assigned to them. Changes to this screen save automatically.

1. Highlight arole
on the Available
Roleslist and
click the Add

button.

User Information Organizations

Employee: ¥anBenthuysen, Shelly

Assigned Roles

Available Roles

Systemn/Global Administrator
Safety Site Administrator
User Site Adrministrato

Contractor Safety
Ergonormic
Ex3 Administrator
Facility Manager
Industrial Hygiene
Injury/Iliness Administrator
Injury/lllness Medical User
Injury/lliness Site Administrator
Medical Investigator

Reference Table Administrator ﬂ

Add =>

<= Remove —

2. If you assigned
arolein error or it
isno longer
necessary, simply
highlight it on the
Assigned Roles
list and click the
Remove button.

Notes
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Sites Tab

A user’s primary site is assigned using the User Information tab. However, it is possible

for a user to work at more than one facility. These additional sites would be assigned

using the Sites tab. Changes to this screen save automatically.

1. Highlight asite
onthe Available
Siteslist and click
the Add button.

User Information

Employee: ¥anBenthuysen, Shelly

~—] Available Sites

Ames Research Center
Conversion o
Dryden Flight Research
Glenn Research Center
Goddard Space Flight Center

Ivan
Jet Propulsion Laboratory
Johnson Space Center

Kennedy Space Center

JPL Deep Space Network _I
-

Organizations

Assigned Sites

n Space Center

Kennedy Space Center

Add ==

<< Remove —

2. If you assigned
asiteinerror or it
isno longer
necessary, simply
highlight it on the
Assigned Sites list
and click the
Remove button.

Notes
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Organizations Tab

A user’s primary organization is assigned using the User Information tab. However, like

sites a user may work with a variety of organizations. These additional organizations
would be assigned using the Organizations tab. Changes to this screen save

automatically.

1. Highlight an
organization on
the Available
Organizations list
and click the Add
button.

User Information

Employee: YanBenthuysen, Shelly

Available Sites

Dryden Flight ResEarsk
Glenn Research Center
Goddard Space Flight Center
IvaN

Jet Propulsion Laboratary
Johnson Space Center

JPL Deep Space Metwark

kennedy Space Center j

Space Center
kennedy Space Center

Add ==

<< Rermove —

2. If you assigned
an organization in
error or itisno
longer necessary,
simply highlight it
on the Assigned
Organizations list
and click the
Remove button.

Notes
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Contractors Tab

The Contractors tab will be visible only if the user is identified as a contractor. Every

tab. Since contractor users are only allowed to view information in the system that

user, who is identified as contractor, must be assigned at |east one contractor using this

pertains to their contractor it is important that all contractors for whom the user works are
identified here. Changes to this screen save automatically.

User Informstion

B B Employee: ¥YanBenthuysen, Shelly

1. Highlight a
contractor on the Available Contractors
Available :
Contractors list &l-Razag Computing I

: all Points Logisitics
and click the Add allied Signal (wSTF)
button ALPHA BUILDING CORPORATION

' Analex 21

Anchor, Inc,

Arteaga Contr. Co. Inc.

AZI UNIVERZAL CORP, ﬂ

Crganizations Contractors

Assigned Contractors

< Mo Contractor Assigned =

Add ==
<= Rerave 7

2. If you assigned
acontractor in
error or itisno
longer necessary,
simply highlight it
on the Assigned
Contractors list
and click the
Remove button.

Notes
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Managing Sub Contractors

It is possible that one sub-contractor would report to different prime contractors. In order

to maintain data security a new contractor for each sub-contractor/primary contractor

combination needs to be added and assigned to users. The following pages explain this
process beginning with the creation of a new contractor using the "general - contractor”
table on the reference maintenance screen.

Example: If ICB reports to both Boeing and USA, thenadd two contractors as follows:

ICB - Boeing

ICB - USA

1. Select

Reference Table
Maintence from
the Administration
Module s drop-

down menu.

=i Brmol reees:
Chesniral

Tablms: [Canural - Contrackor =]

The Folloning fields & filters, Leawe the fislds blank to seanch srd find a1l related data, Ings® any
condiione in come o sll of the fslde in crdarte limk snd el ste oslectad mae dudng the tasrch and
chak Apply Aler ko visw mndte.

Contractor |
Contact [
Code |
Active Aag res -

Apply Fiker

“Thes ezt ket heloy is fnribed ©o the bop 300 valiies, Uze the fither 0 see sddkbonal vakees,
Contracior - Code

AP WA - BRCAF
| accenturs LLF - HEFC-LLLF
| ACHME ROGFING - MESFC-ACME
| AC5 (Affilisted Comouter Sy skems] - ARC-ACSEL
| 805 dow't solufions Group, Tne - DFRC-ACS
AL GUYERRMENT SOLUTIONS GROUF - LaR -5

Comtractor |]CB- - Bopirg
Cankact |
Cade

Address

[
ity |
State |
Iip

Canksct Phons

Cankect Email
Sub Canftraotar Indicsor

—
——
=
Krtive Flag Taz :
Zava Dkt | pack. |

Bold blue labbes indicste reguired fiskd

2. Select “General
— Contractor”
from the Tables

list.

3. Add the new
contractor name.

4. Change the
Active Flag field
to“Yes'.

5. Click the Save
button.

For more information on using the reference tables see MAINTAINING REFERENCE TABLES

beginning of page 140.

Notes
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Managing Sub-Contractors cont’d.

After the contractors have been created you must identify where these contractors work
by associating them to particular NASA sites.

Example:
| CB-Boeing has people at Ames, Glenn and Goddard.
|CB-USA has people at Ames, Johnson and White Sands.

6. Select Manage e ——— - 7. Click on the
ContraCtS from iy Hiness Associate Contractor I Manaze SIC Asg)CI a.te
the Administration petinReauest | RN il Contractor tab.
M Odul e, S dl’Op- Employee
down menu. \
8. Select the
newly created
contractor from

the Contractor list.

Assigned Sites:

ch ¢
Carlene's Site
Conversion Only

Dryden Flight Research Center

[ | 9. Selectoneor

Glenn Research Center more S|tes Where
Goddard Space Flight Center
T the selected
Jet Propulsion Laboratory
Johnson Space Center ContraCtOI’ WOI‘kS
JPL Deep Space Metwork .
Kennedy Space Center usl ng the Add
Langley Research Center LI

button.

bold labels indicate required field - all date formats:{m/dfy¥¥¥)

For more information on using the Associate Contractors tab see ASSOCIATE
CONTRACTORS beginning on page 142.

Notes
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Managing Sub-Contractors cont’d.

Once the contractors have been associated to specific sites, add the appropriate contract
number to each contractor using the Manage Contracts screen.

Example:
ICB - Boeing Contract 1234
ICB - USA Contract 5678

10. Click the
Manage Contracts
tab, which is located
to the | eft of the
Associate
Contractor tab.

For more information using the Manage Contracts tab see MANAGINGCONTRACTS

Manage Contracts & Contractor Manage S
Site: Armes Research Center ;I
Contractor: ICE - USA

List of Contracts

=New Contract:

Contract Description

=l
Search Clear |

Contract Nbr

~Contractor Details

Site: Arnes Research Center
Contractor: ICE - USA

Contract Details:

Contract Nbr: Jase7

Description: |sub to UsA|

SIC Code:

MAICS Code:

Onsite:

Active:

Responsible Org's Directorate:

Responsible Organization:

| <<Select SIC Codex=

I jv
['res =]

| << Select Directorate>>;|

I << Select Organization=> + |

bold labels indicate required field - all date formats:{mfd/yyyy)

Tiew | Save I Delete

11. Select the site
and contractor you
have created and
click the Search
button.

12. Highlight <New
Contract>or click

the Newbutton.

13. Complete at
least the required
fieldsand click the
Save button.

beginning on page 141.

Notes
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Managing Sub-Contractors cont’d.

Finally, assign access rightsto these contractors using the M anage Users menu option
from the Administration Modul€e's drop-down menu.

Example:
The employee Shelly Vanb, a Boeing employee, would be assigned to the Boeing
Contractor and the new ICB — Boeing contractor.
ICB users would be assigned to the ICB, ICB —Boeing, and ICB — USA

Contractors.
This method prevents the primary contractor from having access to their sub-contractor’s

records with other primary contractors.

Uszer Informstion Crganizstions

Injury liness

Action Request
Safety Incident
Employee Available Contractors

Headcount Hughes Training Inc. ;I
Schedule

Employee: vanb, shelly

strati

Integrity Service Inc.
Jaymark Engineering

JEFFERSOM

Johnsan Engineering LI
Remove |

Assigned Contractors

ICE - Boeing

For more information on how to assign users to a specific contractor (s) see using the
CONTRACTORS TAB beginning on page 149.

Notes
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Sync Employees

The Sync Employees menu option allows administrators to match orphaned legacy
records with current employees. . Complete a search using the criteria fields. The

matching records list allows for multi-selecting. Once you have selected all the records
you want to sync to a current employee click the Find Employee button.

The“Sync
Employees’ tab
displays when Sync
Employees is
chosen from the
Administration
module’s drop down
menu

IRI= Mame:

IRIS Case Mao:
Case Mo:
Country:

Site:

Campus:
General Location:
Directorate:
Crganization:

Fixzed Ind:

Ivan

D
—

|United States of America;l

IKennedy Space Center
| << Select Campus:»:»;l

&

I << 3elect General Location>>;|

| <<Select Directorate> > = |

| << Select Organization=» = |
all -

Injury/Iliness Date From: I ==

zZ002-1&4-00001
Z002-122-00001
Z001-232-00001
Z000-2E51-00001
1999-21-00001
1932-236-00001
1932-072-00001
1990-95E5-00001
1989-L1-0000Z

bold labels indicate required field - all date formats:{mfdfyyyy)

Matching Records:

Injury/Iliness Date To: I vl
Search Clear |

14  WanBenthuysen, Shell
067122002 Van Horn, Thomas, E&C
07/18/2002 Van Horn, Thowmas, E3C
10/19/2001 Vanlosten, Randall L ESC
Q20772000 VanPiper, Joe, E:C
1070851993 Vanasse, Christy K., ESC
05/237/1392 WVANOVER, ANDY, E:&C
0371271992 VANSICLEN, WENDY, E:sC
1072271990 WANAMAN, CATHERINE, E:sC
02/08,/1989 VANDERWERKEN, RONALD ESC

. ——

Find Employee

1. Specify at least
one search criterion.
Remember fields
shown in bold blue
arerequired

2. Click Search. A
list of matching
records displays at
the bottom of the
screen.

3. Select one or
more case records to
match to a current
employee. Click
Find Employee.

Notes
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Sync Employees, cont'd.

The “Find Employee” screen displays after you click Find Employee on the Sync

Employee screen. Y ou use this screen to locate the current employee that matches your

selected cases.
Find Employee
Last Marne: Ivanb Gowt, ID: I
First Mame: I Local Employee Code: I
Country: |United States of America;l
Site: IJohnson Space Center ;I
Directorate: | <-<Selact Direc‘torate>>;|
Organization: I << Select Organizati0n>>;|
ear

Matching Records: 1

Search

Phone Mumber

enthuysen, Shelly

Select

Cancel

Microsoft Internet Explo

@ Do o wish o update the employves(siz

Cancel |

/

Notes

4, Specify at least
one search criterion.

5. Click Search. A
list of matching
records displays at
the bottom of the
screen.

6. Highlight the
correct employee

and click Select.

7. A pop-up
displays. Click OK
to update the
employee(s) cases.

Confidential and Proprietary
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Exploring the General Menu

Accessing the Home Page
Viewing My Permissions
Changing Your Password

The General Menu provides users with the ability to quickly change passwords, return to
the homepage or logout of the system. The use of alogout procedure as well as changes
to passwords helps improve the security of the system.

The following options display under the General menu:

® General
B Home
W by Pern

B Change
| ogout
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Accessing the Home Page

Occasionally, you may want to close an open module without logging out of the system.
To do thissimply, select the Home option from the General Modul€’ s menu. The

homepage displays.
I 3 T m
Syabern Brosdcast Hemsage
= Lrvry Az
* Aaltion Hoquost wialcoma to Ex3% EHS Syetern. Maasa
® Jafety Incidem b sne you are using Intamat Exploner
= E nplopes wargion 5.5 or graatar, This s ege hae
. # Headooun bz brought tn yau by Efficient
C| 1 Ck the Home ® Admwinizlealion Erterprick Enginaaring, Inc.

- 5 e al

option on the
General Module's
menu. The System
homepage will

display.

Weltome st Adnsinishator e B ¥ BB G Dats Monagement fyatem - 1813, ver. LB

Notes
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Viewing My Permissions

The My Permissions tab shows your user name, system roles, assigned sites,
organizations and medical office. This information is very useful if you should ever need
technical support while using the system.

Click My
Permissionson
the General
Module' s menu.
The My
Permissions tab

will display.

All fields on the
My Permissions
tab areread only.

A Memag

* Aaltion Hoquost Widcoma to Ex3% EHE Syetern. Maasa
# S afety Inciden b @ire you are using Imtarmat Expioner
= E nplopes wargion 5.5 or graatar. This s cege has
# Headoount bezary brought to pau by Efficient
Erkerprise Enginaaring, Ine.

* Adminisization
o Ganial

8 Homa
= 3

Weltome st Adnsinishator e B ¥ BB G Dats Monagement fyatem - 1813, ver. LB

MyPermissions

Your assigned Role(s), Site{s), Organization(s) & Medical Office are as follows:

Logged in as:
ex3admin

Roles:
Ex3 Administrator

I~

Sites:
United States of America - Arizona - World Wide Headquarter of EX3 (Primary)
United States of America - California
United States of America - Colorado
United States of America - Ft. Bragg
United States of America - Watervilet

Organizations:
EX3 Corporate (Primary)
Hurnan Resources
Marketing
Programming
Sales Sales
web Development

Medical Office:
Tempe Clinic 1

Notes
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Changing Your Password

For security purposes, you may be required to change your system password on aregular
basis. Changing your password is quick and easy.

1. Click Change
Password on the
General Module's
menu. The
Password tab will

display.

2. Enter your
current password
inthe Old
Password field.

® by linsxa
& A olon A egquest
& Salety bncidsn

wielzoma to Ex3% EHE Systarn. Faaca
b e you are using Imtarmat Explorer
wargion 5.5 or graatar. This mestaos has
by brought b pau by Efficient
Erterprise Enginaarng, Inc.

Password

™+t oId Password: ||

New Password: I

Confirm New Password: I

3. Enter your new
password in the
New Password
and Confirm New
Password fields.

Change TI

New Password Requirements

Passwords must contain at least one lowercase letter.
Passwords must contain at least one uppercase |etter.
Passwords must contain at least one number.

4. Click the
Change button. A
message displays
confirming that
the change was
successful.

Passwords must contain one of the following characters. ~, !, @, #, %, &, , <,>

Passwords must be between 8 and 25 characters.

Notes

© 2004 by Bx3®

Confidential and Proprietary

159




Appendix

NASA EHSDMS Security Matrix

© 2004 by EX3® Confidential and Proprietary 160



NASA EHSDMS Security Matrix

LEGEND

Global Roles

Site Roles

CODE |AccessRights

R modify or delete

Read only - Cannot cregte,

U Delete, Create & Update

BLANK No Access

Ex3 Admin

System/Globa Admin
Ref Table Admin
User Administrator
Report Viewer

Global Med.

élobéj Séfety

Ref tdé)le Site Admin
User Site Admin

Inj/lll Site Admin

Safety Site Admin

Inj/lll Medical User
Safety User

Supervisor

Facility Manager
Contractor Safety

Workers Comp

Workers Comp Ltd

Industrial Hygiene

Ergonomic

Schedule User

Injury/lllness

Find Employee

Py

General — New Case

Find Case

General — Existing Case

|0

|0

Change of Classification Window

(C|o

c|C|o|C|o

X (3|0

Find Case (New Visit)

Find Visit

Visit — Information

Visit — Diagnoses

Visit — Notes

Visit — Treatments

Visit — Vitas

Body Parts

C|C|O| C|O|C|a|m|C|c|m|cC|o

C|C|C| C|Cc|jCc|m|m|C|Cc|m|C|D

Investigation — General

Investigation — Details

Investigation — Factors

Investigation — Notes

Investigation — OSHA

Investigation — Actions

Investigation — Conditions

I nvestigation — Equi pment

C|C|C|C|C|C|C|C| | DD D|D|D|D|D|X||D

cl|ClC|Cc|C|C|C|C
c|c|c|Cc|Cc|c|Cc|c

Transition History

Work Loss

Employee

Action Request

Attachments

Restrictions

Job Placement

Medical Leave

pelpuipulpel pul el pul el el el el el el el el Pl

pelpuipupel Pl el Pv)

c|Cc|Cc|Cc|c|c|c|D

X|xo|olclc|lc|lo|m|C|c|c|c|c|c|c|c

c|c|c|c|c|c|c|

puipuipulpulpul Pl Pl o) (e [anl fan) o) (o) o) [ oy [ o

Pl PPy

A0 |O(C|O|D[(D|0|0(D|D|0[|0(30

DD |C|C|C|C|m|C|C|C|C|C|C|C|C

Benefits

C| || |C|C|C|C|D|D|D|D|D|D|D|D|D|C

C|o|o|m|Cc|c|c|c|o

My SIR

C

C

Daily Log Report

OSHA 300 Report

OSHA 301 Report

OSHA 200 Report

OSHA 300A Report

Work Loss Report

pelpuipulpel pul Py

Investigation Report

||| D|D|D|D|C|C|C|C|C|C|C|C|C|T|C|C|C|C|C|C|C|Cc|Cc|Cc|Cc| c|jc|c|m|m|ICc|Cc|m|C|D

A|D|D|D|D|D|D|C|C|C|C|C|C|C|C|C|m|C|C|C|C|C|C|Cc|Cc|Cc|Cc|Cc| cjc|c|a|m|c|c|m|c|D

|00 (0| |0

pelpuipupel Pul el Py)

pelpuipupel pul el Pv)

pelpuipupel Pul el Py)
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LEGEND

Global Roles

Site Roles

CODE |AccessRights

Read only - Cannot create,

R modify or delete

U Delete, Create & Update

BLANK No Access

Ref Table Admin
User Administrator
Global Safety

Ref table Site Admin
User Site Admin

Global Med.

Inj/lll Site Admin

Safety Site Admin

Inj/lll Medical User
Safety User

Supervisor

Facility Manager
Contractor Safety

Industrial Hygiene

Ergonomic

Schedule User

Case Visit Details Report

Transition Report

Paretos Report

Indicators Report

Fatality Details Report

Fatality Summary Report

Case Statistics

Contractor Statistics

D|xo|xo|xo|xo| o|o|m| EX3Admin

olo|xlo|ol olxo|x;o| System/Globa Admin
|| |;o|;o| ||| ReportViewer

pelpuipulpel puipeel )

puipulpulpulpulppel Pl Py

pelpuipulpel puipeel Pel Py

pelpipulpul pul pev)

||| D

T|x|o|o|x| o|o|;| Workers Comp
|||l ol;o|xo| Workers Comp Ltd

T|0|g|o|o| T

pelpuipulpel pulpe)

Action Request

Create AR

Manage AR

Distributions Lists

Search Criteriafor ARs Window

Find eMail Distribution List Window

n|o|Cc|Cc

|0 |C|C

Find AR Owner Window

|| |C|C
0|0 |C|C

D|o|o|c|c|c
0|0 |Cc|c|Cc
0|0 |C|C|C
D|o|o|c|c|Cc

Review Report

Tracking Report

D|D|D|D|D|C|C|C

D000 |D|C|C|C
DO |D[O|C|C

D|0|D|D|D|C|C|C
DDA [O|C|C|C

DDA [O|C|C|C

DDA [O|C|C|C
D|0|D|D|D|C|C|C
DDA [O|C|C|C
D|0|D|D|D|C|C|C
DDA [O|C|C|C

DO [O|C|C|C

Safety

General — New Incident

Find Incident

Global — Existing Incident

Details— Factors

Details— Category Specific

Associations — Equipment

Associations — Factors

clc|c|Cc|c|| C

c|c|c|c|c|| C

c|c|c|c|c|| C
polpvipvpel Py
polpslpvipelpelpy)

clcl|clc|clm|C
C|c|m|c|xo|=™

c|C|o|C|/| D

Associations — Withesses

Investigator Notes

Lessons Learned

Action Request

Attachments

c|C|o|D

Mail

O|IC|cC|o|o

Vehicle

Property

c|C

|00 |C|C|O|D

c|Cc|Cc|Cc|Cc||C

0|0 |C|C|D|D

Investigators

Injury/lllness

Incident Log Report

Paretos Report

Indicators Report

Detail Cause Report

AR Reports

Center Safety Report

Damage Report

||| D|D|D|D|C|C|C|C|C|C|C|C|C|C| C|Cc|c|c|c|m| C

A0 |D|D|D|D|D|C|C|C|C|Cc|C|C|C|C
c

||| |D|D|D|C|D|D|C| DWW |0|0|7| 0

|00 (0| |0

|V D|D|D|D[C|C|C|C|C|C|C|C|C

|V D|D|D|D[C|C|C|C|C|C|C|C|C

pelpuipupel Pul el Py)
|00 (0| |0

|0 |O|(O|| 0
pelpuipupel pul el Pv)
pelpuipupel Pul el Py)
pelpuipulpel pul el Pv)
pelpuipulpel Pl el Pv)

Employee
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LEGEND

Global Roles

Site Roles

CODE |AccessRights

R modify or delete

Read only - Cannot create,

U Delete, Create & Update

BLANK No Access

User Administrator
Report Viewer
Global Safety

Ref table Site Admin
User Site Admin

Ref Table Admin
Global Med.

Inj/lll Site Admin

Inj/1ll Medical User

Facility Manager

Industrial Hygiene

Ergonomic

Schedule User

Find Employee

Find Supervisor Window

Find Employee Window

Employee

clzolz;o|xo| Ex3Admin

clxo|xo|x| System/Global Admin

C|0|0|

C||xo|m| Safety Site Admin

C|o|0 |

C|x|xo|mo| Safety User
C|m|x|m| Supervisor

c|z;|x|g| Contractor Safety
cl|zolzo|xo| Workers Comp Ltd

clxolzo|x;| Workers Comp

Headcount

Manage

C

c
Py
c

C

C

C

Administration

Manage Users

Ref Table Maintenance

Broadcast Message

c(Cc|Cc
Cc
c

Set Version

Required Fields

E3 Options

Manage Contracts

Sync Employees

c|c|Cc|Cc|Cc| Cc|C|C

c(C
c(C

Schedule

Schedule

General

Home

My Permissions

Change Password

L ogout

O|cC|o|o

O|C|o|o
|cC|o|o
O|C|o|o
(cC||o
O|C|o|o
(cC||o
O|C|o|o

J|C|o|0

J|C|o|0

J|C|o|0

O|C|o|o

J|C|o|0

O|C|o|o

J|C|o|0

|cC|o|o
O|cC|o|o
O|C|o|o
(cC||o

O|cC|o|o
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